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INTRODUCTION 

A certain amount of Paperwork is absolutely essential to the 
administration of a Company. The question is, and always has been, 
"How can it be reduced to a minimum?" 

Here are a few suggestions that may help you towards this 
desirable end: 

1. Whenever you are called upon to make out a paper, study 
carefully the instructions on the blank form. Turn to the blank and 
see how it is made out in this little volume and follow copy as 
nearly as practicable. * 

2. Before submitting a report, requisition, or other Company 
paper, be sure that it is complete in all its details. When papers have 
to be sent back for correction it entails much additional paperwork, 
both at Headquarters and in your own Company Orderly Room. 

3. Whenever a paper comes to the Orderly Room that requires 
action, don't lay it aside and forget it until the Adjutant has to send 
you a letter requiring you to explain the delay. Make a practice of 
returning papers without delay. It saves much time in the end. 

4. Keep your Army Regulations and this copy of Company Admin- 
istration posted up to date by inserting the changes that are pub- 
lished in War Department orders (Changes Army Regulations) from 
time to time. 

5. Render all returns, reports, requisitions and other papers at 
the proper time. Do not wait until they are called for from Head- 
quarters. 

By doing these few simple things you will avoid unnecessary 
paperwork and you will find your Orderly Room running along 
without any lost motion. 

H this little book helps you over some of the stumbling blocks 

and lessens the drudgery of your Company Paperwork, it will have 

served its pupose. 

THE AUTHOR. 
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SECTION I 

1. The following rules and regulations are published for the infor- 
mation and guidance of the members of this Company: 

2. Ammunition, Arms and Accoutrements — All men will be held 
strictly accountable for ammunition, arms and accoutrements issued 
to them. Rifles and pistols when not required for duty or for clean- 
ing will be kept in the places provided for them. Articles of equip- 
ment will' be kept clean at all times, free from rust and dirt, and in 
serviceable condition. 

Arms will not be taken apart except by special permission of the 
Company Commander, then only under the personal supervision of a 
non-commissioned officer detailed for the purpose. The polishing of 
blue or brown parts of arms, reblueing or rebrowning, putting any 
part in a fire or removing the receiver from the barrel of the rifle; 
the mutilation of any part by filing, using emery or sand paper or 
burnishing chain and attempts to beautify or change the finish, except 
by the use of raw linseed oil, are all positively prohibited. Raw 
linseed oil is necessary for the preservation of the wood and may be 
used for such polishing as may be given by rubbing in one or more 
coats with the hands. This will in time produce a beautiful finish. 
Do not try to set with alcohol. This transforms the linseed oil flnish 
into a varnish that will scratch and mar the beauty of the rifle. 
Only cleaning material issued by the Ordnance Department will be 
used. The same may be procured from the Supply Sergeant on 
application. 

Rifles will be cleaned from the breech only, resting the muzzle on 
the floor or other convenient rest. 

Arms will be unloaded before being taken into quarters. A sol- 
dier who accidently discharges his rifle has committed a military 
offense for which he may be tried by Court-martial. 

3. Articles of War — Such of the Articles of War as pertain to 
enlisted men will be read to the Company at least once every six 
months. 

4. Bathing and Personal Hygiene — Each member of this Company 
will take at least two baths each week. The hair will be cut short; 
the beard, if worn, neatly trimmed or the face cleanly shaven. 

After visiting the latrines, and before going to meals, all men will 
wash their hands thoroughly, this in order to prevent diseases caused 
by taking germs into the mouth with food and unclean hands. Soiled 
clothing will be kept in the receptacle provided. It will be sent to 
the laundry weekly and not allowed to lay around quarters. 

5. Beds and Bedding — Beds must be kept clean from vermin. Any 
cxisten'^* ^' "•« will be immediately reported at the orderly 
« ''••d in the open every Friday. If weather 
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conditions render this impracticable it will be aired on the first clear 
day thereafter, Sundays excepted. 

The floor under the bed and to the side thereo£«wiIl be swept and 
thoroughly policed daily and whenever necessary. 

Beds will habitually be kept "made up," the blanket and top sheet 
turned down from the head a distance of 18 inches from the pillow. 
Additional blankets will be neatly folded and made into a pile undef 
the pillow. 

6. Bulletin Board — Every member of this Company will, between 
12 noon and 1 p. m. daily, look at the Company bulletin board, noting 
all orders and instructions posted thereon that affect the company in 
general and him in particular. 

7. Civilians — No civilians will be allowed to enter the cantonments 
except friends and relatives of members of the Company and then 
only after specific authority has been obtained from one of the offi- 
cers of the Company, the First Sergeant or the Non-commissioned 
Officer in charge of quarters. Members of the Company will dis- 
courage visitors coming during training periods. They, are welcome 
on Sundays and holidays, but must not be taken into squad rooms 
where they will interfere with other men of the Company. 

8. Clothing — Only clothing issued by the Government is author- 
ized to be worn. All clothing issued to the soldier will be plainly 
marked with his Company number on the inside of the garment or 
article. Civilian clothing will not be kept in quarters. Soldiers will 
not appear outside of barracks wearing undershirts or white or 
colored shirts. The wearing of suspenders with olive drab shirt is 
prohibited. Men will not appear out of barracks without coats 
except when in ranks for drills, exercises or other military forma- 
tions. An exception to this rule is made in the case of men indulg- 
ing in athletic sports, games, etc., when the proper apparel pertain- 
ing to same may be worn. Soiled clothing will be kept in the recep- 
tacle provided for same (barrack bag) and will not be allowed to 
accumulate for more than one week. All men are positively forbid- 
den to borrow, loan, trade or exchange any article of clothing or 
equipment without first obtaining permission in each instance from 
the Company Commander. Men on fatigue will wear the proper 
fatigue uniform. 

A record is kept in the orderly room showing all clothing that 
has been drawn by each man in the Company. No article of cloth- 
ing will be disposed of until it has been condemned and ordered 
destroyed by the Company Commander. Clothing inspection and 
condemnation will be made immediately after Saturday morning 
inspection each week, at which time any soldier who has clothing 
that he may desire to destroy will present the same to the Company 
Commander for necessary action. Failure to observe this rule will 
find you short articles of clothing when you are checked up. 

9. Company Commander — Your Company Commander is always 
ready and willing to aid you and give you advice. Do not consume 
Ma time with trivia] affairs that can be attended to by your squad 

aj7{/ platoon commanders. Courtesy demands iVv^l vow cotv^w\\. ^cVvtTa ' 
iSrst Jf your needs are not within the province ol ^^^^ ^^>aa.^ ^x 
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platoon commander, the First Sergeant will arrange for you to see 
the Company Commander. 

10. Conduct in Quarterg — No loud or boisterous noise is permitted 
in quarters. Remember there are others besides you in this Com- 
pany, others that have the same rights and privileges as you have. 
It is up to you to respect them. Be as cheerful and kind to others 
as you expect them to be towards you. Answer promptly all the 
demands made upon you by your officers and non-commissioned 
officers. Carry out the rules of military courtesy on all occasions 
and make it your personal business to sec that every other man in 
this Company does the same. 

Every man will make it his interest to see that quarters are kept 
clean and sanitary and to assist those in charge of Government and 
Company property therein for the use, pleasure and comfort of the 
members of the Company. 

11. Equipment — Personal equipment will be kept in serviceable 
condition. It will be properly adjusted. No private marks of any 
kind will be made on it. Articles found to be so marked will be 
charged to the soldier concerned. All marking of equipment will be 
done by the Supply Sergeant or under his immediate personal 
supervision. 

12. Identification Tag — An identification tag will be furnished 
each member of the Company. They will be worn when equipped 
for field service. At inspections, when the equipment is displayed 
on the beds, they will be hung by the tape to the foot of the bed. 

13. Inspections — The best uniform owned will always be worn at 
inspections. The arrangement of articles of the equipment will be 
arranged in accordance with the sample bed that has been prepared 
for your guidance. 

14. Intoxicating Liquors — No intoxicating liquors of any descrip- 
tion will be allowed in barracks. 

15. Kitchen and Dining Room — No one is allowed in the kitchen 
except on duty, nor in the dining room, except at meal time, on 
duty or when sent there by superior authority. 

16. Company Library — No books, papers, magazines, etc., will be 
taken from the Company Library without authority from the man in 
charge. 

17. Manuals — Soldiers desiring to obtain the service manuals for 
study may obtain same from the First Sergeant. 

18. Meals — ^The members of this Company will appear at their 
meals in a clean and orderly manner, properly dressed, which will 
include coat or olive drab shirt without coat. Men will not be per- 
mitted at meals in undershirts or any form of white or civilian shirt 
without coat. Face and hands must be washed and hair combed. 
When a commissioned officer enters the dining room during a meal, 
the man who first perceives him calls "Attention," all r«inASn seated, 
but cease eating, sitting at attention. 

19. Orderly Pass— Privates ol \.Vv\% Com^^.^ 
for the Commanding Officet*' Yi\\\\>e ^ 
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orderly pass. Whether they leave quarters or not, they are entitled 
to twenty-four hours off duty. 

20. Police of Quarters — Articles that are to be thrown away will 
be placed in the receptacles provided tor such purpose, and no refuse 
or trash will be thrown on the floor, out of the windows, on the 
roofs of porches or on the ground in the vicinity of the buildings. 

21. Shoes — Shoes will at all times be kept cleaned and polished. 
In muddy weather remove all dirt before entering the barracks. All 
shoes will habitually be kept neatly arranged in a line under the 
bed. No man will be permitted to wear any shoes except those 
fitted to his feet in accordance with the measurements made by 
the Company Commander. 

22. Sickness — Soldiers requiring medical attention will ordinarily 
report to the First Sergeant immediately after Reveille and have 
their names entered in the Sick Report Book. At sick call they will 
be marched to the Hospital by the Non-commissioned Officer in 
charge of quarters. Soldiers requiring the services of the Surgeon 
at other times will report at the orderly room to have their names 
entered on the sick report. They will take the book to the dispen- 
sary with them. Soldiers will not treat themselves or engage civil- 
ian medical attendance without permission from their Company 
Commander. Soldiers suffering from venereal diseases will use the 
lavatory and bath room designated for that purpose. All soldiers, 
in protection to themselves and comrades, are enjoined to at once 
report any offender. Men who expose* themselves to venereal infec- 
tion will report at the Hospital immediately upon return to the post. 
Neglect of this requirement will invariably result in trial by court- 
martial of the offender. 

23. Walls and Woodwork — The walls and woodwork of the bar- 
racks will not be defaced by driving nails or ih any other manner. 

24. Weapons — Soldiers are forbidden to have revolvers in their 
possession or to carry pistols, razors or other weapons. 

SECTION II 

1. The duties and mutual relations of the members of this com- 
mand are defined as follows: 

2. Non-Commissioned Officers are on duty at all times and in all 
places for the suppression of disorderly conduct on the part of mem- 
bers of the Company in public places. Men creating disorder will 
be sent to their quarters in arrest and the facts reported to the 
Company Commander without delay. The discipline and reputation 
of the Company are in the hands of the Non-Commissioned Officers 
and there is never a time when they are relieved of the responsibility 
of taking notice of and proper action with reference to improper or 
disorderly conduct on the part of enlisted men. 

3. Non-Commissioned Officers are expected to assist the Company 
Commander in carrrying out his own orders and those of hi3 
superiors; they will see that all Company orders are obeyed and 
Aat the known wishes of the Company Commander are carried out. 

4, Nott'CommiBsioned Officers will always be ^^^it^^t^ \i^ \Vvt.\\ 
proper tittea. 
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Paragraph 270, Army Regulations, is construed as prohibiting the 
employment of Non-Commissioned Officers as Company barbers, 
or as agents for laundries, or in any position of a similar character. 

5. First Sergeant — He has immediate charge of all Company prop- 
erty, books, papers and records, in the care and keeping of which 
he is assisted by other Non-Commissioned Officers and the Company 
Clerk. He receives his orders direct from the Company Com- 
mander. During his absence, unless otherwise specified by the Com- 
pany Commander, the senior of the Company acts as First Sergeant. 
He will habitually notify the next Sergeant in rank before leaving 
quarters, providing his absence is expected to exceed one hour. 

6. Supply Sergeant — The Company Supply Sergeant is charged 
with: — (a) Proper care and police of the store-rooms; (b) Care and 
custody of all Company Ordnance property, Quartermaster supplies 
and other equipment; together with the records pertaining to same. 
The Artificer is under his orders. 

7. Mess Sergeant — The Mess Sergeant is charged with the proper 
preparation and supply of food. It will be his constant endeavor to 
improve the mess by effecting variety and improved cooking. He 
will daily, at a specified time, submit to the Company Commander 
the bill-of-farc for the day. The Cooks and Kitchen Police are under 
his orders and immediate charge. He is responsible for the cleanli- 
ness of mess hall, kitchen, mess store-room and the porch pertaining 
to same; also the garbage and ash stands and their supports. 

g. Non-Commissioned Officer in Charge of Quarters — The Non- 
Commissioned Officer in charge of quarters is, for the period cov- 
ered by his tour of duty, actively in charge of the barracks and of 
all matters going on therein with which others are not specifically 
charged. He is detailed so that a reliable Non-Commissioned Officer 
may be always on the alert about the barracks, enforcing quiet and 
orderly conduct and correct behavior on the part of other enlisted 
men. While his status of duty relieves other Non-Commissioned 
Officers from constant supervision over small and routine matters 
affecting the daily lives of the men and their mutual and homelike 
association with each other, it does not relieve his seniors from 
assuming control in emergencies calling for such action. 

It is expected that Non-Commissioned Officers senior to the one 
in charge of quarters will always respect the latter in the perform- 
ance of his duties, and that they assist him, whenever occasion arises 
calling for such assistance; and they will refrain from conduct that 
would be the subject for a report for disciplinary action if indulged 
in by privates. 

The specific duties of the Non-Commissioned Officer in charge of 
quarters are as follows: 

A. To enter upon his duties immediately after Reveille, and 
to stand relieved after he has returned from sick call ' '-* 
lowing morning and has turned over the property f 
successor and has signed the Company ''Log/' 

B. The Company "l-o^" \^ ^ Vo-^v 
property about tVit batt^dit* 
missioned Officer \n de 
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in which he will enter in his own handwriting a brief statement 
of all incidents occurring during his tour of duty. 

C. He will, in company with his predecessor, make an inspec- 
tion of quarters as soon as practicable after sick call, verify the 
property and count the number of rifles and pistols in the racks. 

D. The signatures of both the Non-Commissioned Officers 
will indicate that they are agreed that all property and arms are 
as stated in the "Log." 

E. The following incidents will invariably be entered in the 
"Log": 

1. The fact that a man has absented himself without 
leave, or has deserted, or been conflned or admitted to the 
hospital. 

2. The fact that the clothing, personal effects and Com- 
pany property held by such a man (per 1) has been listed, 
checked and turned in to the Supply Sergeant. 

3. The fact that fire or disorder has occurred in the bar- 
racks, giving names of witnesses. 

4. The fact that property has been lost, broken or stolen. 

5. All other incidents of consequence, a knowledge of 
which is necessary for the Company Commander to comply 
with Regulations, enforce discipline and provide for the up- 
keep of barracks and equipment. 

F. Old and new Non-Commissioned Officers in charge of quar- 
ters will report to the First Sergeant immediately after tkeir 
daily inspection, observing the form prescribed in par. 62, Manual 
of Guard Duty, presenting the "Log" book for inspection and 
turning over the keys. 

G. During his tour, the Non-Commissioned Officer in charge 
of quarters will be held responsible for: Good order and mili- 
tary discipline in quarters; conditions and arrangement, according 
to existing orders and regulations, of all clothing, arms and 
equipage; for police of porches, grounds and lavatories, latrines 
and amusement room. 

H. He will see that rears and washrooms are clean at all 
times during his tour of duty and that toilet paper is always 
on hand. He will personally inspect rears, washrooms and gar- 
bage cans once every hour during the day. He will see that 
gun-racks are locked at all times when arms are in them. When 
turning over he will make a report of rifles and pistols in racks, 
and how many are on guard or elsewhere. At Tattoo he will 
see that all lights except one in wash-room and one in rear are 
extinguished and that lights in amusement room do not burn 
later than 11 o'clock. 

L He will see that all mail is taken from Company box at 

10 a. m., and taken to postoffice. At mail call he will get mail 

from Camp Headquarters and take it to orderly room. The 

First Sergeant will deliver to him the personal mail of members 

of the Company, which he will in person deVVvtt \o \.Vi^ ^w^otv^ 

addressed. At the time mail is received Vie ViW tvovK^'j \Vv^ xcivci 
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in charge of the amusement room, who will go to the orderly 
room for papers and periodicals. 

J. He will allow no one to lie or lounge on his bed (except 
men sick in quarters) before noon, up to which time quarters 
will be kept ready for inspection by the Company Commander. 

K. He will inspect all men going on pass and allow no one to 
take advantage of his pass unless in proper condition, neatly 
attired in regular uniform, white collar and shoes shined. 

L. During his tour of duty he will not leave quarters except 
at sick call for mail or when ordered to do so by proper authority, 
and then only after turning over his keys and responsibility to 
competent authority. 

M. During his tour of duty he will be held responsible that 
no game of chance for which money (or any article of value) 
is at stake, is allowed in the Company barracks or camp. 

9. Platoon Leader — The Platoon Leader is responsible that Cor- 
porals in charge of squads perform the duties assigned them, and in 
the temporary absence of Corporals will designate privates to 
perform their duties. He will see that all Post or Company orders 
in regard to uniformity of beds, bedding, clothing, etc., are strictly 
carried out. He will see that no liquor of any description is brought 
into his section. He will see that the part of the barracks under his 
charge is properly ventilated. He will be in charge of the police of 
his section whenever general police is ordered. He will be present 
at the check, in his section, of each man's clothing and will report 
the result to the Company Commander. At all formal inspections 
(daily excepted), he will await the Company Commander at the end 
of his- section nearest him, and, following the First Sergeant, will 
precede the Company Commander to the further end of his section; 
he will then return to his room. 

10. Squad Leaders — ^The Squad Leader will inspect his squad on 
the Company parade before all inspections under arms; he will see 
that each man polices about his bed, folding his bed in the pre- 
scribed manner, immediately after breakfast. He will designate men 
to look after the beds, floor space, etc., of members of his squad who 
may be absent. He will make accurate individual lists of all the 
uniform clothing in possession of men of his squad, and will, in the 
presence of the platoon leader, make a careful check of such clothing 
as often as may be required. He will keep strict supervision at all 
times over the appearance of his squad in quarters and will see that 
all his men are properly equipped and have exercised the proper care 
as to personal cleanliness and neatness, in conformity with regula- 
tions. He will be in charge of his squad when general police is 
ordered. Before leaving his squad, going on pass, guard, etc., he will 
notify his Platoon Leader. 

EXTRACTS FROM ORDERS AFFECTING COMPANY 

ADMINISTRATION 

Debts of Enlisted Men for Merchandise — In view of the fact that 
the practice by dealers of selling articles of merchandise to enlisted 
men on credit burdens the War Department witK >i?xTifc^^'SRax>3 ^^sv- 
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respondence in the cases of nonpayment of the indebtedness, and 
that such transactions, which are rapidly increasing in number, often 
involve enlisted men in debts which they can not pay, and frequently 
lead up to desertion, the following statement of the policy of the 
department with respect to this matter is published for the informa- 
tion and guidance of all concerned: 

The Department will no longer concern itself with the business 
of persons, firms, or corporations selling merchandise to enlisted 
men on credit, and all communications with respect to such sales, 
and all arrangements looking to the establishment of such business 
relations must be had with the commanding officers of the organi- 
zations to which the enlisted men belong. The War Department 
will decline to assist, by answering inquiries or otherwise, in securing 
the payment of obligations of this character that are incurred with- 
out the previous knowledge and consent of the commanding officers 
of the organizations to which the debtors belong. 

Unsuitable or Undesirable Soldiers — 1. The provisions of para- 
graph 148J^, Army Regulations, published in C. A. R., No. 14, War 
Department, 1914, are intended to apply only to the following classes 
of enlisted men: 

a. Those who, after a thorough trial extending (except in the case 
of recruits at recruit depots) over a considerable period, have clearly 
shown that they can not be trained and instructed to perform the 
duties of a private soldier in the arm to which they belong. Men 
who are only slow to learn or difficult to instruct but otherwise 
adapted for military service do not belong to this class. 

b. Those who exhibit traits of character or are confirmed in habits 
which render their retention in the service objectionable because of 
the effect on morals or discipline. The provisions of the paragraph 
can not be invoked, however, to rid the service of soldiers who by 
the commission of specific overt acts have rendered themselves liable 
to trial by courts-martial or of those who have already been tried 
and adequately punished, except when it becomes evident that the 
soldier concerned can not be made amenable to discipline. No board 
should be ordered pursuant to this paragraph for a soldier awaiting 
trial or result of trial by general court-martial or for one serving 
sentence pursuant to such trial. 

c. Those who, because of excesses or other misconduct, have be- 
come impaired in character or physically disqualified to such a 
degree as to justify their immediate separation from the service. 

Procedure in Case of Enlisted Man Refusing to Submit to Surgical 
Operation — An enlisted man who refuses to submit to a surgical 
operation that the attending surgeon certifies is without risk to the 
life of the soldier and is necessary for the removal of a disability 
that prevents the full performance of any and all military duties 
that properly can be required of the soldier will, for such refusal, 
be brought to trial by general court-martial under charges preferred 
under the 62d Article of War; but if in any such case the attending 
surgeon is in doubt as to whether the proposed operation involves 
risk to life the soldier will not be brought to trial, but will be dis- 
charged on surgeon's certificate of disability. 
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CAMPAIGN BADGES 

(a) Spanish campaign badge: For service on the high seas en route 
to, or ashore in — 

Cuba, between May 11, 1898, and July 17, 1898. 

Porto Rico, between July 24, 1898, and August 13, 1898. 

Philippine Islands, between June 30, 1898, and August 16, 1898. 

Service on a United States Army hospital ship en route to or in 
the immediate vicinity of Cuba, Porto Rico, or the Philippine Islands, 
between the dates specified, constitutes service for which the Spanish 
campaign badge may be isued. 

(b) Philippine campaign badge: For service ashore in- 
Philippine Islands, between February 4, 1899, and July 4, 1902. 
Department of Mindanao, Philippine Islands, between February 4, 

1899, and December 31, 1904. 

In the following expeditions: 

Against Pala and his followers, Jolo, Philippine Islands, April and 
May, 1905. 

Against Datu Ali and his followers, Mindanao, Philippine Islands, 
October, 1905. 

Against hostile Moros on Mount Bud-Dajo, Jolo, Philippine 
Islands, March, 1906. 

(c) China campaign badge: For service ashore in China with the 
Peking Relief Expedition, between June 20, 1900, and May 27, 1901. 

Lists, in duplicate, of officers and enlisted men entitled to cam- 
paign badges and who have not been listed for such badges will be 
forwarded, through military channels, to the Adjutant General of 
the Army. The lists will be made separately in the following form 
for each of the badges hereinbefore mentioned, officers to be named 
in order of rank, enlisted men to follow in alphabetical order: 



List oj officers and tnlisted men of entitled to 

the campaign badge. 





Present 
rank 


When badflre was earned 


Name 


Rank 


Organization 


Served in * between 

what dates 











^Cuba, Porto Rico, Philippine Islands, China, Indian campaign. 
I certify that the above-named officers and enlisted men of this 

organization are entitled to the campaign badge 

for service as indicated. 

• • • • • t 
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Service Badges, Army of Cuban Occupation and Army of Cuban 
Pacification — 1. By authority of the President, a service badge with 
ribbon will be issued to officers and enlisted men who were in the 
military service of the United States on June 28, 1915, or at any time 
thereafter, and who served as officers or enlisted men in Cuba with 
the Army of Cuban Occupation between July 18, 1898, and May 20, 
1902. A service badge with ribbon will also be issued to officers and 
enlisted men who were in the military service of the United States 
on May 11, 1909, or at any time thereafter, and who served as officers 
or enlisted men in Cuba with the Army of Cuban Pacification be- 
tween October 6, 1906, and April 1, 1909. 

Issue of Badges and Ribbons— The badges and ribbons will be issued 
as a part of the Army uniform, gratuitously to enlisted men, and at, 
cost price to officers, and will be worn as prescribed in the Uniform 
Regulations. 

Statistical Data Reports of Organizations — 1. Regimental com- 
manders of Cavalry, Field Artillery, and Infantry, battalion com- 
manders of Engineers, and coast defense commanders in case of 
Coast Artillery companies serving under them will submit, through 
the department commanders concerned, to the Adjutant General of 
the Army on June 30 of each year, for the fiscal year ending on that 
date, a tabulated report showing for each troop, battery, or company 
of their respective organizations and for each regimental headquar- 
ters the statistical data called for under the following headings: 

(a) Number of officers present. 

(b) Number of enlisted men. 

(c) Number of serviceable private mounts. 

(d) Number of serviceable public mounts. 
(c) Number of expert riflemen. 

(f) Number of sharpshooters. 

(g) Number of marksmen, 
(h) Number of reenlisted men. 

(i) Number of men in first year's service. 

(j) Number of convictions by summary court during year. 

(k) Number of convictions by special court during year. 

(1) Number of convictions by general court during year. 

(m) Number of desertions during year. 

(n) Number of men discharged under paragraph 148J4, A. R. 

(o) Number of men dishonorably discharged. 

(p) Number of captains, first lieutenants, and second lieutenants, 
respectively, and of commanding officers of each troop, battery, or 
company during year, with date of assignment of each officer. 

(q) Number of battalion or squadron commanders during year, 
with date of assignment of each commander. 

(r) Value of property lost by desertion during year. 

(s) Value of ordnance property issued to replace unserviceable 
property during year. 

(t) Value of quartermaster property isued to replace unserviceable 
property during year. 

(u) Amount of troop, battery, or company fund on June 30. 
(v) Total disbursements from that fund during year. 



I 
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order to make this report the Regimental Commander will call 
n Company Commanders for the data pertaining to their respective 
panies. You will do well to have this data kept up to date by 
^^ Company Clerk so that it will be available when required. 
fc. jjailing of Letters of Soldiers in the Field — Letters sent by sol- 
Z^Jers, sailors, and marines in the United States service, located in the 
^^JHtited States or any of its possessions, or other places where the 
I^3iiited States domestic mail service is in operation, addressed to 
^ilaccs in the United States or any of its possessions, when indorsed 
^Soldier's letter," "Sailor's letter," or "Marine's letter," and signed 
thereunder, either with facsimile hand stamp or in writing, with his 
**official designation, by a field or staff officer, post or detachment 
^commander, to whose command the soldier belongs, or by a sur- 
'^ geon or chaplain at a hospital where he may be; and in the Navy and 
Marine service by any commissioned officer attached to the vessel, 
^ or officer commanding a hospital or detachment ashore, may be dis- 
patched to destination without prepayment of postage, and only the 
single rate of postage shall be collected on delivery. 

Standard Size Packing Boxes for Company Property — Packing 
boxes, 38 by 19 by 15 inches, outside measurement, meet nearly all 
requirements for escort wagon, motor truck, pack animal, or water 
transport, and accordingly all Quartermaster supplies intended for 
field services will, when practicable, be packed in boxes of such 
dimensions, constructed of suitable light but durable material (ordi- 
narily not exceeding one-half-inch sides and 1-inch ends) and bound 
around ends and center when necessary with suitable hoop iron or 
wire, weight not to exceed 150 pounds gross. 

Sacking or baling will be substituted for boxes whenever prac- 
ticable, and when necessary to use smaller boxes same should be 
exact subdivisions of corresponding dimensions of the standard box. 
By reducing the number of articles, the standard size and gross 
weight limit of box adapts itself to most Quartermaster supplies. 

Marking of Trunk Lockers to Facilitate Handling in Shipment. — 
In order to facilitate the handling of trunk lockers and to make 
identification easier when unloading from trains or transports, all 
trunk lockers isued by Cavalry, Field Artillery, and Infantry regi- 
ments, in addition to being marked as prescribed in paragraph 295, 
Army Regulations, will be marked with stripes, 4 inches wide, run- 
ning lengthwise around the middle of each locker, as follows: Red 
for the first, white for the second, and blue for the third battalion or 
squadron of each regiment. 

Preparation of Regimental and Company Property for Shipment.— 
In the preparation of regimental and company property for shipment, 
no explosive substance, oiled or greased cloths, matches, or other 
material liable to ignite by friction or by spontaneous combustion, 
will be pa *iest, case, box, or other receptacle. 

BQUIPMENT 

Fid<' nent— 1. Field service is 

''tration^ la^tx^<^\>ss«^^ ^x 
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maneuver camps, as well as service in campaign, in simulated cam- 
paign, or on the march. 

The complete equipment for field service (equipment "C") consists 
of engineer, ordnance, signal, medical, and quartermaster property, 
and is divided into two classes, "A" and "B." 

Equipment '*A" is the equipment prescribed for use in campaign, 
in simulated campaign, or on the march. It is limited to the ani- 
mals and vehicles prescribed in the Tables of Organization, the 
equipment and clothing worn on the person, and the articles carried 
on mount, and transported in field, combat, and divisional trains. 

Equipment "B" is the equipment which, in addition to equipment 
"A," is prescribed for the use of troops in mobilization, concentra- 
tion, instruction, or maneuver camps, and during such pauses in 
operations against an enemy as permit the better care of troops. 

Equipment "C" is the sum of equipments "A" and "B," and there- 
fore includes every article prescribed for field service as hereinbefore 
defined. 

When troops are ordered on field service, instructions will state 
the letter designation of the equipment to be taken. The instructions 
will also specify whether mosquito bars and head nets are to form a 
part of the equipment, and what winter articles, if any, are to be 
included. The same rule will apply in the issuance of subsequent 
orders when necessary. Articles distinctively for winter use can be 
transported as baggage on the march only when transportation in 
addition to that prescribed in equipment ''A" is provided for that 
purpose. In addition to the allowances prescribed as the field equip- 
ments, service coats, cravats, fatigue clothing, and other articles of 
uniform, extra bedding, and toilet articles may be taken by officers 
and enlisted men with equipment "B," when authorized in orders 
directing the movement of troops. 

2. The articles of engineer, ordnance, and signal property listed 
in the several Unit Accountability Equipment Manuals belong to 
equipment "A." The articles of medical property belonging to equip- 
ment "A" are shown in the Manual for the Medical Department. 
The articles of quartermaster property belonging to equipments "A," 
"B," and "C," respectively, are shown in Equipment Tables, Quar- 
termaster Supplies, 1915, published in G. O. 39, 1915, A. G. O. (Par. 
I, G. O. 85, 1914—2227724, A. G. O.) 

Clothing Component of the Field Kit and the Surplus Kit. — 
1. The field kit, clothing component, for all arms and branches of the 
service, mounted and dismounted, in addition to the clothing worn 
on the person, is composed of the following articles: One blanket; 
1 comb; 1 drawers, pair; 1 poncho (dismounted men); 1 slicker 
(mounted men)*; 1 soap, cake; 2 stockings, pairs; 1 toothbrush; 
1 towel; 1 undershirt; 1 housewife (for 1 man of each squad). The 
foregoing field kit, which is carried on the person by dismounted men 
and on the packed saddle by mounted men, is supplemented by the 



^For all enlisted men of the Quartermaster Corps, both mounted 
and dismounted; also for enlisted men of the Hospital Corps detailed 
aa ambulance driverB and ambulance orderlies. 
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surplus kit, the two together making up the clothing component of 
the service kit. 

2. The surplus kit consists of 1 breeches, pair; 1 drawers, pair; 
1 shirt, olive drab; 1 shoes, russet leather, pair; 2 stockings, pairs; 
1 shoe laces, extra pair; 1 undershirt. The surplus kit pertains to 
equipment "B" (Par. I, G. O. 85, W. D. 1914, par. 319, this compila- 
tion) as part of the permanent camp equipment, to b^ forwarded to 
troops when serving in instruction, maneuver, mobilization, or con- 
centraf^ion camps, or when in active service a temporary suspension 
of operations permits the troops to refit. In peace-time maneuvers 
and marches the surplus kit may accompany the troops, if so directed 
in the orders prescribing the movement. The vehicles and animals 
of the combat train and those representing the divisional supply 
train will be utilized to transport them. 

3. The sweater will form part of equipment "A" (Par. I, G. O. 85, 
W. D. 1914, par. 319, this compilation), pertaining to field service, 
and when climatic conditions require its use will be carried by the 
soldier on his person. When sweaters are not prescribed to be worn 
on the person, they will be collected into bundles of convenient size 
and secured by burlap or other suitable material or will be boxed. 
They will be marked ready for shipment to be forwarded when 
required. In peace-time maneuvers and marches the sweater, even 
though not prescribed to be carried by the soldier on the march, 
may accompany the troops, if so directed in the orders prescribing 
the movements. The vehicles and animals of the combat train and 
those representing the divisional supply train will be utilized to transport 
them. 

The same rule will apply in regard to overcoats. 




4. Surplus kit bags will be issued to each organization at the rate 
of one to each squad, one for the sergeants and one for the cooks 
and musicians (or * " A one for evenj ^v^^ xsnkc^ ^:K 

detachmcn^*^ 
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Each bag will be marked with the letter of the company and the 
number of the regiment, as provided in paragraph 295, Army Regu- 
lations, for haversacks, and the proper designation of the squads to 
which the bags belong, both markings to be in center of front cover 
flap. 

5. The kit bag for the sergeants and that for the cooks and 
musicians (or trumpeters) will be marked "Sergeants." "Cooks and 
musicians" (or Trumpeters), respectively. Similarly, the kit .bags 
for detachments will be appropriately marked. 

The kit of each man will be packed as follows: 

Stockings to be rolled tightly, one pair in the toe of each shoe; 
shoes placed together, heels at opposite ends, soles outward, wrapped 
tightly in underwear, and bundle securely tied around the middle by 
the extra pair of the shoe laces, each bundle to be tagged with the 
company number of the owner. These individual kits will be packed 
in the surplus kit bag in two layers of four kits each, the breeches 
and olive-drab shirts to be neatly folded and packed on the top and 
sides of the layers, the jointed cleaning rod and case, provided for 
each squad, being attached by the thongs on the inside of the bag. 

6. (a) In garrison, the surplus kit articles are not required to be 
kept habitually packed and stored, or kept apart from the rest of a 
soldier's belongings. The soldier should have the clothing component 
of the service kit. Surplus kits are packed only when commanders 
require it to be done. 

(b) Organization commanders will keep on hand a sufficient supply 
of surplus kit bags, marked as prescribed above, but unpacked. 



CHAPTER II. 

THE SERVICE RECORD 
Reference A. R. 104 

When a soldier enters the service a Service Record (A. G. O. Form 
No. 29) is started for him. On this form a complete record of his 
service and his accounts with the Government are kept. Entries are 
made from time to time so as to keep the record up to date. The 
Service Record accompanies the soldier wherever he goes, and when 
he is finally separated from the service, the Service Record is filed 
as a part of the records of the organization to which he last belonged. 
The instructions on the first and second pages of the form give com- 
plete information on the preparation and keeping of the record. 
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When the soldier 
joins hit rM^iment the 
Report of AMignment 
it made out and de- 
tached from the Ser- 
▼foe Record. It it 
forwarded dir^ to 
Adjutant General of 
the Armr. The Ser^ 
vice Record it then 
trantmitted to the 
Commanding Officer 
of the Company to 
which the toldier hat 
been regularlj attign- 
cd. 
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CLOTHIBQ AOCOimT. 



The clothing ac- 
count of the 
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this page of the 
Service Record. 
The amounts en- 
tered hereon must 
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with those entered 
on tha "Statement 
of Oothing Charg- 
ed to Enlisted 
Men." See Cloth- 
UV- Reference A. 
R. 1157. 
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Where a loldier 
makes a deposit the 
fact will be entered 
on this page of the 
Service Record. The 
date, amount and the 
officer with whom the 
deposit was made 
must agree with the 
Report of Deposits 
and the Deposit Certi- 
ficate in the Soldier's 
Deposit Book. S00 
Deposits, 

Reference A. R. 
1361 to 1369. 



T\AAm 


Ajaoaat. 


" 


Datt. 


Dote. 


Ots. 

M 


QvarteriMslir. 


^^iT. 


J&^.M.j(kA,QJBJL. 
























































































••••^^•« 











••*»«*««•••••• 


















*— •••^•^••••» 








^^* *«•*•••»«•• 




•••••« 
« 


•••••••••«•••« •••••••••••••••••^•••^••••••*««« 








•**•«•••«*••*•••»*••«•*••«•»•«•»•««••«««»««««««« 












^ 





~<i— ——■■■■■■■■■»■■■» 




24 Company Adminiitration 

lit XND. 

CoJjUiiiAif.^.Harr.acA^.QiiOn. 

c/u/.i/... Y. ,iti/ 

To....Ca J/O/: //?/:af?y^ry 

H« wai Ust paid to laolad* /iW cJuit^i:Q01.tlff.Ct...,Vl^ 
By 

(KsdIc •■«! luinn of quart#rniMt«r.) 

Due VBlt«d Btatti (8m Znitniotioa S); If nothlBg, lo itatt: 



/Vb/>^//7 



9 



Thif iadorMment is 
filled otit Vr th« Ad- 
juunt at the Secmh 
Depot where the 
lolaier it eent to Join 
hit first orfanlsstioii. 




Thi< wM\ia\b{ihli9J79A «Uotin«iit rnnnlsc. 
(Hm or bM not.) 

Bli otaUMUr lit ifocC?^/ 

I ha?« ptnoBAltj TwUUd aU entries nader "Dae Valted Statei." 

€uMU^.^. 



.Commanding' 
2d UTD. 

TF/.Qt/.r^Snirra.c/<5.V^..y^.. 

Sa/>'r .i?o .1917 

TO C a .Mefam.c,:/fa//^&0r/rfcA^... 

Thie eoidier* 7/ Ck/76ifj7rr.e /:/'/(? O, /22.. C.,. 3.i:, 

BewaiUttpaldtolaelade....^lSfj^....«?./ Itl7 



/ (IUbIc mm! BAiDsol quartarBMtn.) 

Dim TTnited Statei (Bee Zaftmotloa 8); If aothlnr. lo state: 

^alhf.nn 



Thle eOldlert /7t?.&... aa allotaeat raaalac- 

(!!«• or lUfl not.) ^^ 

Kt» etaaraoter lit CXC^. f./.^.fT/.:. 

1 ha?e penoaally verified all entries ander "Doe United States." 




When the soldUr is 
separated from Ills 
organixation by trsas- 
fer or othermse^ Us 
Service Record up to 
the date of such ssps- 
ration is trsnsm lt tod 
to hit new Commend* 
ing Officer. The Ser- 
vice Record wUl not 
be entrusted to Ch« 
•oldier himself, but 
will be forwsrd^ 
by mail. If the soldier 
is a member of s de- 
tachment that is foiaf 
under charge of SB 
officer or non-eoa- 
missioned o6Seer, tiM 
Service Records of bH 
the men will be tamed 
over to such oflfieer or 
non - commissioned 
officer for delirenr. 
An official copy of tms 
indorsement with the 
soldier's name written 
on it is retained with 
the Company Records. 



Ca^t0iri.^.0^:/<?/y.. Commaadlas. 






ofgttiUom or aUUu t^ midtrr, witb Duubrr, dmXr, tad toaiMct otdtt. 
ami /a hMitdwnUag of otBrer mgpint indorvmrbi 



(V 



v— .:* 



CHAPTER III. 

THE SICK REPORT 

When a soldier requires medical attention his name is entered on 
the Company Sick Report and he is sent to the hospital. 

Sick call is sounded daily at such time as may be prescribed by the 
Commanding Officer. 

All the men whose names are on the sick report are assembled at 
the orderly room and those able to do so are marched to the hospital 
by the non-commissioned officer in charge of quarters, where they 
are reported to the Surgeon. 

A man requiring the services of a doctor may be sent to the hos- 
pital at any time. The Sick Report Book properly made out should 
accompany him. 

Instructions for Making Out Sick Report — ^The report will be signed 
by a commissioned officer of the Company and by the medical officer 
on the line immediately following the last entry for the occasion, 
each officer using only one line for his signature and title, and sign- 
ing under the items of his report. The first entry for each succeeding 
occasion will be made on the line immediately following the signa- 
tures of the officers. 

The report of the Company Officer will, if practicable, be completed 
before the report is sent to the medical officer. 

If the Company Officer cannot state whether the alleged sickness or 
injury originated in the line of duty, he will write an interrogration 
mark (?) in the column provided for such expression of opinion. 

In order that the report may be clear, erasures are prohibited. A 
line drawn across an erroneous entry will sufficiently indicate its 
obliteration. All obliterations and corrections must be authenticated 
by a certificate of the officer making them, written on the margin of 
the page. 

The report will be carefully preserved with the records of the Com- 
pany as prescribed in Army Regulations or orders of the War De- 
partment. 

Line of Duty — Every disease or injury suffered by an officer or 
soldier while in the military service of the United States should be 
reported as originating in the line of duty, unless the reporting officer 
knows personally or by credible information: First, that the disease 
or injury existed before the man entered the service; second, that it 
was incurred while the man was absent on furlough or without per- 
mission; or, third, that it resulted from wilful neglect or immoral 
conduct of the man himself. 

Venereal Diseases, Prevention and Detection Among Enlisted Men — 
1. It is enjoined upon all officers serving with troops to do their utmost 
to encourage healthful exercises and physical recreation and to supply 
opportunities for cleanly social and interesting mental occupations for 
the men under their command; to take advantage of favorable oppor- 
tunities to point out, particularly to the younger men, the inevitable 
misery and disaster which follow upon intemperance and moral 
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26 Company Administration 

cleanliness, and that venereal disease, which is almost sure to follow 
licentious living, is never a trivial affair. Although the chief obligation 
and responsibility for the instruction of soldiers in these matters rests 
upon Company Officers, the Medical Officers should co-operate by 
occasional lectures or other instruction upon the subject of sexual 
physiology and hygiene and the dangers of venereal infection. 

2. Commanding Officers will require that men who expose them- 
selves to the danger of contracting venereal disease shall at once 
upon their return to camp or garrison report to the hospital or dis- 
pensary for the application of such cleansing and prophylaxis as may 
be prescribed by the Surgeon General. Any soldier who fails to 
comply with such instructions shall be brought to trial by court- 
martial for neglect of duty. 

3. Commanding Officers will require a Medical Officer, accom- 
panied by the Company or Detachment Commander, to make a thor- 
ough physical insi5cction twice in each month of all the enlisted men 
(except married men of good character) of each organization belong- 
ing to or attached to the command. These inspections will be made 
at times not known beforehand to the men and preferably immediately 
after a formation. The dates on which the physical inspections of 
the various organizations are made will be noted on the monthly 
sanitary reports. 

At these inspections a careful examination of the feet and foot- 
wear and of the condition of personal cleanliness of the men will 
be made, as well as careful observation for the detection of venereal 
diseases. 

Cases of the latter will be promptly subjected to treatment, but 
not necessarily excused from duty unless, in the opinion of the Sur- 
geon, deemed desirable. They will be made of record in the medical 
reports in any case. A list of those diseased but doing duty will be 
kept both by the Company or Detachment Commander and the Sur- 
geon, and the infected men will be required to report to a medical 
officer for systematic treatment until cured. While in the infectious 
stages the men should be confined strictly to the limits of the post. 
When a venereal case, whether or not on sick report, is transferred 
to another command, the surgeon will send a transfer slip giving 
a brief history of the case. 
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CHAPTER IV. 

THE MORNING REPORT. 

The Morning Report is the "daily return" of the Company. It 
shows, at the time it is submitted, the exact status of the Company 
with respect to the number of officers and enlisted men in the various 
grades for duty: The number on extra and special duty, sick, in arrest 
or confinement and absent from the Command. 

NOTE: The difference between Extra Duty and Special Duty is 
this: When a soldier is detailed to perform specific services which 
removes him temporarily from the ordinary duty roster of the or- 
ganization to which he belongs he will be reported on "Extra Duty," 
if he receives extra compensation for such service. If he receives no 
extra compensation he is reported on "Special Duty" (See A. R. 169). 
Making Out the Morning Report — Collect all the data that affects 
the status of any ofTicer or enlisted man of the Company since the 
rendition of the last morning report. 

Reference to "Remarks" blank form for morning report. Notation 
is made as indicated therein for 7th July. For example, let us say 
that Private Shaw has been reported sick and admitted to the Hos- 
pital by the Surgeon. Sergeant Hall has been detailed on Special 
I>uty at Division Headquarters. Corporal Wilson has been detailed on 
Special Duty as Company Clerk. Private James is absent without 
leave. To check the remarks: 

1 Pvt. Duty to Sick. 
1 Sgt. Duty to Special Duty. 
1 Cpl. Duty to Special Duty. 
I Pvt. Duty to Absent Without Leave. 
Hy the plus and minus signs we have: 

Duty. • Special Duty. Absent. Sick. 

—1 Pvt. -f 1 Sgt. +1 Pvt. -fl Pvt. 

—1 Sgt. ^ +1 Cpl. 

—1 Cpl. 
—1 Pvt. 

—1 Sgt. -fl Sgt. -f 1 Pvt. +1 Pvt. 

—1 Cpl. 41 Cpl. 

—2 Pvts. 
The plus and minus signs balance (4 each) and are therefore cor- 
rect. Turning now to the figures on the left hand page of the morn- 
ing report we enter opposite the date 7th July: 

1. Sergeants — 1; Enter 7. 

2. Corporals — 1; Enter 15. 

3. Privates —2; Enter 108. 

4. Special 

Duty. -f-2; Enter 3. 

5. Sick +1; Enter 3. 

6. Absent +1; Enter 5. • 
There being no other changes the other spaces arc filled in with 

the same figures as the day previous. 

The column Present and Absent must total the entire strength of 
the Company. Every change in the figures for the previous day must 
Z><f ejcphitnci) hy h remark showing the reason for such change. 
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Take the remarks for the remaining days as indicated, and, for 
practice, work them out by the plus and minus signs and compare with 
the figures in the body of the report. 

Rations — You will note two sets of ruled columns on the extreme 
left hand side of the page for remarks. These are to be used for keep- 
ing an account of the number of rations to be added or deducted on 
the next ration return submitted by the Company. 

For example. Private Shaw goes sick in Hospital on the morning of 
the 7th July. Rations were drawn for him from July 1 to 10. He has 
consumed 6 of these (from the 1 to 6), therefore 4 rations are to be 
deducted for him on the next return. Private Shaw returns to duty 
on the 9th, 2 rations for the 9th and 10th are added for him. Take 
Uie remarks as indicated and study out the system in connection with 
the entries made in the plus and minus column and you will readily 
see how it' works out. 

When the next ration return is to be made out all you have to do 
is add up the two columns, enter the total on the return in the space 
provided for additions and deductions and the difference between these 
gives the net corrections. 

7"A< M»tnint i?»y»*rl 
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CHAPTER V. 

THE DUTY ROSTER. 

Reference A. R. 355 to 364. 
Form (A. G. O. 342). 

INSTRUCTIONS. 

(For Keeping the Duty Roster.) 
General. 

1. The duty roster for troops, batteries, companies, and detach- 
ments shows the names of all enlisted men of the organization, and 
consists of two parts: 

The roster for guard duty; 
The roster for other duties. 
The man longest off duty (as indicated by roster numerals in the 
former case, and by the "date when last performed" in the latter) is 
the first for detail for such duty. 

Guard Roster. 

2. Each man is each day credited with the number of days that he 
has remained present and available for duty since the beginning of his 
last tour. 

3. When nonavailable on account of absence without leave, in 
arrest, in confinement, or on pass, men will be credited the same as 
they would have been had they remained present and available for 
duty, the numerals being inserted in the same square just above the 
letters indicating their proper status. Men returning to duty from 
sick, from furlough, detached service, extra duty, or special duty all 
start in where they left off. Departures from this instruction may be 
authorized by the Commanding Officer when a strict application would 
allow an improper advantage or work hardship. 

4. The abbreviations should be strictly adhered to, 

5. If available, but not required for guard duty, in the proper place 
opposite the soldier's name will be placed the numeral showing the 
number of days since he performed guard duty. The performance 
of a tour of main guard duty is indicated thus: P Any special 
guard duty, such as stable guard, may be similarly indicated, with 
the addition of the initial letter in the open half space, thus 'H 

6. The detail for supernumerary should, as a rule, fall on the man 
next for detail. This, however, may be varied so as to "even up" 
the detail. 

Roster for Other Duties. 

7. At the beginning of the month insert in the proper column, 
opposite each man's name, the date when he last performed the duty 
specified, using the abbreviated name of the month and the numeral. . 

8. When a detail for any one of these duties han been determined 
upon (in accordance with the general instructions) draw a line through 
this date and insert in the same space the numeral indicating the day 
of the month. If detailed again for this duty during the month, draw 
a line through this last date and again insert in the same space the 
new numeral, and so on. (See model roster.) 
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9. The necessary entries relative to any reffular duties not speci- 
fied on the roster will be shown in one of the blank columns pro- 
vided for that purpose, the nature of the duty being shown in the 
heading of the column. 

10. In case of a detail for detached service, a hyphen should fol- 
low the numeral,. which merely indicates the day of departure. But, 
since detached service is the only variable duty as regards length of 
time, it is the day of return that determines "when last performed;" 
hence, upon the man's return from detached service, draw a line 
through date of departure and insert the date of return after the 
hyphen. 

11. At the end of the month the dates when last performed are 
transferred to the proper spaces on the roster for the ensuing month. 

Abbreviations for Guard Roster. 
A. —Absent without leave. P. —On furlough. 

Ar. — Arrest in quarters. P. — On pass. 

C. — In confinement Ret. — Recruit. 

D. S. — On deuched service, S. D. — On special duty. 

E. D. — On extra duty. Sk, —Sick, 
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CHAPTER VI. 
THE MESS. 

A ration is the allowance for the subsistence for one man for one 
day. 

Reference A. R. 1202 to 1222. 

When troops are in mobilization or concentration camps issues of 
rations in kind are made in accordance with the ration tables under 
A. R. 1205. 

Requisition for rations is made on the "Ration Return" (Q. M. C. 
Form No. 223), which shows the period for which rations arc to be 
drawn (Number of days), the number of persons present, the number 
of deductions and additions and the total number of rations required. 

The data for all of this is obtained from the Company "Morning 
Report" (See "Morning Reports") 

1. Add together all the men shown under the heading "Present" 
on the morning report and deduct from this number those who do 
not take their meals with the company. This gives the data for the 
space "persons present." 

2. Add up the "Plus" column to the right of "Remarks"; this gives 
the data for additions. 

3. Add up the "Minus" column; this gives the data for the de- 
ductions. 

4. The diflfcrence between the "Plus" and "Minus" columns gives 
the "Net Corrections," which is entered just under the item "No. of 
Rations." The former is subtracted from the latter and a total num- 
ber of rations covered by the return is arrived at. 

The return is signed by the Company Commander and sent to Head- 
quarters with the Morning Report. It is approved and the issue 
ordered by the Commanding Officer, who affixes his signature, and it 
is sent to the Quartermaster, who issues the rations. 

Fresh bread, meat and other perishable articles of the ration arc 
issued from time to time as they are required. The staple articles arc 
usually issued at the beginning of the ration period. The allowance of 
soap, candles, matches, toilet paper and ice is given in A. R. 1215. 

Organization of the Mess. 
Reference: A. R. 283 and 296-302. 

There is probably no phase of company administration that will pay 
such large dividends in contentment, happiness and esprit de corps, as 
a good company mess. The Company Commander who has a poor 
mess will have a poor Company. The personnel of the culinary de- 
partment of the Company consists of the Mess Sergeant, who is 
detailed from the sergeants of the Company; two cooks, appointed by 
the Company Commander; the necessary number of kitchen police, 
detailed daily by roster from the privates of the Company; a dining 
room orderly, who is, as a rule, detailed by the month; and a private 
detailed in the kitchen to learn cooking. 

The Mess Sergeant is in charge of the Company mess under the 
supervision of the Company Commander. He makes the purchases of 
supplies and provides the cooks with the materials necessary for the 
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bill of fare for each meal. He sees that the personnel connected with 
the mess perform their duties properly and that the food, in sufficient 
quantity and excellent quality, is properly prepared and promptly 
served at the hour designated. 

The company cooks are selected for their special qualifications. 
They receive the same pay as the sergeants and in many cases receive 
special training for the work in one of the several schools for army 
cooks maintained by the War Department. 

The kitchen police are charged with the scullery work of the kitchen. 
They prepare the vegetables, wash and dry the dishes, scrub the 
kitchen utensils and, when mess is served, act as waiters in the dining 
room. 

The dining room orderly is charged, under the direction of the Mess 
Sergeant, with the care of the tableware and table equipment of the 
mess. He keeps an accurate account of all articles and, when any are 
broken, makes report of same in order that it may be charged against 
the person at fault. He sees that the tables are set and that the mess 
stools are in place at the proper time. He assists in waiting on the 
table during mess hours and helps to wash and dry the dishes. 

The private detailed in the kitchen to learn cooking is one of the 
necessary utilities of the Company. The Company Commander never 
knows when he is going to lose a cook from one cause or another, 
and it is absolutely necessary to have available a man who can be put 
into the kitchen and who is capable of doing the work in a satisfactory 
manner should one of the cooks be absent. There is only one way to 
have such a man available, and that is to instruct him beforehand. 
The far-sighted Company Commander always has several men in the 
company who have received training in the kitchen. 

There are several methods of making the bill of fare in the service. 
Some Company Commanders have the Mess Sergeant make up the 
bill of fare from day to day, and submit that for the succeeding day, 
at the mornjng inspection. The writer has used the following method 
with success over a period of a number of years: Make up a bill of 
fare providing for each meal from Monday morning at breakfast until 
Sunday night at supper. Repeat this bill of fare each week. Change 
the items from time to time, according to the season and locality, 
providing such articles of food as the market affords. This method 
has been carefully worked out and given a thorough trial under vary- 
ing conditions of the service and has proved eminently successful 
Give it a fair trial. 

The personal mess equipment of the soldier in the field consists of: 

1 Bacon can. 

1 Condiment can.' 

1 Meat can. 

1 Cup. 

1 Knife. 

1 Fork. 
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The allowance of Kitch- 
en and Tableware and 
Mess Furniture is an- 
nounced from time to 
time in orders from the 
War Department. The 
quarterly allowance for 
breakage in tableware 
varies according to the 
strength of the organisa- 
tion, and is based upon 5 
per cent, of the cost price 
of the equipment allowed. 
That is a Company Com- 
mander is given a break- 
age allowance in tableware 
of 5 per cent, per quarter. 

At the end of each quar- 
ter of the fiscal year a Cer- 
tificate of Breakage (Q. M. 
C. Form No. 207) is pre- 
pared by the Compapy 
Commander and forward- 
ed to the Supply Officer. 
The Supply Officer either 
issues the articles enumer- 
ated on the certificate to 
the Company Commander 
or Rives him a credit slip 
for same, and the transac- 
tion is complete. 
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CHAPTER VII. 
THE COMPANY FUND. 

Reference A. R. 322 to 324 and 327 to 329. 

The Company Fund consists of the gross amounts of money re- 
ceived in the Company from all sources. The Captain is the custodian. 
The fund is expended for the benefit of the whole Company with the 
concurrence of the Company Council, which is composed of all the 
officers on duty with the Company. 

The test as to whether an expenditure is authorized hinges on the 
question as to whether or not the expenditure would be solely for the 
benefit of the (whole) Company. If it would be the disbursement is 
legal. 

The Company Fund is divided into two parts, the Mess Fund and 
the General Fund. The Mess Fund is made up of savings on the 
ration and any money that came into the Company as a result of the 
company mess, for example, from boarders. The General Fund con- 
sists of all other moneys coming into the Company. No expenditure 
from the Mess Fund is permitted unless the same contributes directly 
for the betterment or benefit of the Company mess. The General 
Fund may be spent for any legitimate purpose. 

The Captain is required to keep an account of the Company Fund. 
Every cent of money received and paid out must be accounted for 
on a proper voucher, which should show in every case the source 
from which the money was derived and the amount, or, in the case 
of an expenditure, a properly receipted bill for the amount. 

Officers must not neglect the task of bookkeeping in connection 
with accounting for the Company Fund. By making the entry of a 
transaction at the time it occurs the task is easily accomplished. At 
the end of the month have a Company Council meeting and fill in 
the blanks as indicated. Collect all the vouchers and ifasten them 
together in the order that they appear on the face of the cash account. 
Put in an envelope and file them with the Company Fund Book. When 
practicable keep the money pertaining to the Company Fund in a 
bank and pay all bills by check. 

Have the fund inspected quarterly by the Battalion Commander. 

Whenever an article of property is purchased from the Company 
Fund enter it on the pages in the front of the book. 

Instructions. 

1. Par. 1220, A. R. 1913, requiring that money received from the 
Quartermaster on ration and savings account "shall be used solely for 
the purchase of articles of food," makes it necessary to keep the 

^receipts and expendittires from "ration savings" separate from "other 
funds." 

2. Entries for receipts should state date of entry, from whonj (per- 
son or firm), what for, for what period Cin case of savings, post ex- 
change dividends, pay from boarders, etc.), and amount. Should a re- 
ceipt not be for a period, but only for a single transaction, the date of 
the receipt also should appear, if diflPerent from the date of entry. 

3« 
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3. Entries for expenditures should show date of payment, to whom 
paid, what for, and amount; all briefly, but with essential points cov- 
ered and with care and exactness. 

4. To facilitate inspection by post or battalion commanders and 
others, the vouchers should be put in proper shape and filed in proper 
order. Every voucher should be folded to convenient size for hand- 
ling, being pasted on proper size paper, if necessary, and indorsed, for 
instance, thus on the first fold: 

No. 6. 

JANUARY 7, 1915, 

$50. 

5. There should be a voucher for all moneys received, from what- 
ever source, and for all moneys expended. For example, in case of 
the Company pool collections, when the money is turned over to the 
Company Commander, a voucher of this tenor should also be turned 
in: 

Madison Barracks, N. Y., 
January 7, 1915. 
Turned over to Capt. John Smith, fifty dollars ($50), collections 
from the Company pool table for December, 1914. 

H. A. JONES, 
Q. M. Sergt., Co. C, 24th Infantry. 
Under rare circumstances, especially in the field, it may happen that 
it is not practicable to get a receipt for money expended. In such 
case the officer should certify to the expenditure, using his certificate 
as a voucher. 

6. In case of transfer of the Company Fund, a receipt of this form 
is suggested: 

Madison Barracks, N. Y., 
January 1, 1911. 
Received from 1st Lieut. John A. Smith, 24th Infantry, the fund of 
Co. **A," 24th Infantry, amounting to $500, as follows: 

Bank $450.00 

Cash 50.00 

Total $500.00 

JAMES JONES, 
Captain 24th Infantry. 
To transfer a Company Fund that is deposited in the bank, it is 
merely necessary to write the cashier of the bank a letter of this 
tenor: 

I have the honor to inform you that I have this day transferred the 
Company Fund, Co. "C," 24th Infantry, to Capt. John Smith, 24th 
Infantry, who will from now on have authority to draw against the 
fund. 

nk may be drawn in favor of 
ft 



SI Company Admfaibtntlon 

(b) All amounts due the Company. 

(c) A lilt of outstanding checki. 

If the Company owes no bills, if nothing is due the Compuir, and if 
there are no outstanding checks, these facts should be stated. This 
certified statement should be made on an appropriate page in the 
Company Fund book. 

7. When deposited in a bank, the Company fund should be de- 
posited, for instance, ai "Company Fund, Co. 'C/ 24th Infantry," and 
all checks drawn sKalnst the fund should be signed, for instance: 
Company Fund, Co. "C," 24th Infantry, 
JOHN A. SMITH, 
Captain 24th Infantry, 
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CHAPTER VIII. ■ 
CLOTHING 

Reference A. K, 1157 to 116814. 
Procedure 

1. Private Morton notiHcs the Company Clerk that he dcitres to 
draw certain clothing, submitting at the same time a list (Individtial 
Clothing Sli])) siiowing the articles <iF clothing and the sizes deiired. 

2. The Company Clerk in.ikcs out {in duplicate) an Individual 
Clothing Slip (See Q. M. C. I'orm No. 165) and turns this over to 
Private Morton. 

3. Private Morton lakes this Individual Clothing Slip to the Quar- 
termaster, who issues the clolhin^ to him. 

4. The Quartermaster enters under the heading "Quantities I«- 
sued" the number of I'ach article issued, fills in the "Unit Pri6«" 
column; the "Totals" and draws a line ihrouK'i all blank spaces in 
the "Quantities Issued" column. All of this on both copies of the 
slip. 

5. Private Morton is then rc(|n'rcd to sir" both the original and 
the duplicate of the slips at the bottom, 

6. The "OriKinal" slip is retained by the Quartermaster. The 
"Duplicate" is returned to the Company Commander, who (a) enters 
the items of clothing drawn on the Abstract of Clothing Drawn 
(Q. M. Torm No, 180). (b) Enters the total amount of the issue on 
the Statement of CloihinB ChiirRcd 1" ICiilisied Men (Q, M, C. Form 
No. 105b) opposite the proper slip nuiiihtr. (c) Enters the amount 
and initials it on page 6 of I'rivale Morton's "Service Record" (Sec 
Form No. 29. A. G. O.). 

7. At the end of the month the following action is taken: 

(a) The Company Commander compares his Abstract of 
Clothing Drawn willi the Qunri.'rmasicr's Abstract of Clothing 

(b) After satisfactory scltlemciit iif all dilTercnccs the Com- 
pany commander makes an additional copy of the Ab- 
stract of Clothing Issued whicli he delivers to the Quar- 
termaster not later than the 5th of the month following. 

(c) As a record of the clothing issues for the month the 
Company Commander will file the following papers to- 
gether: 
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• 

1. The retained copy of the "Abstract of Clothing Drawn." 
(Q. M. C. Form No. 180.) 

2. The Statement of Clothing Charged to Enlisted Men. 
(Q. M. C. Form No. 165b.) 

3. The duplicate Individual Clothing Slip. 
(Q. M. C. Form No. 165.) 

This enables an inspection of the Company Clothing Issues for 
each month to be made in a minimum time. 

Issue of Clothing in Bulk. 

When a considerable number of men of the Company require 
clothing it is issued "in bulk" to the Company Commander, who in 
turn makes the issues to the men. 

The procedure is as follows: 

1. The soldier makes out an "Individual Clothing Slip" (Q. M. C. 
Form No. 165) showing the quantities and sizes of articles required. 

2. The Company Clerk consolidates these slips. 

3. A Requisition' for Clothing (In Bulk) (Q. M. C. Form No. 213) 
is made out in triplicate, showing the total number of each article re- 
quire^ for issue. 

4. All three copies are signed by the Company Commander, and 
sent to the Quartermaster. The articles are assembled and made 
ready for delivery. The Quartermaster enters in the column "Issued" 
the total number of each article available, the unit price and the totals, 
and notifies the Company Commander that the clothing is ready for 
delivery. 

5. The Company Commander or his representative receives the 
clothing, verifies the amount and signs the receipt (3) on the back of 
the requisition. The Quartermaster or his representative then signs 
the certificate (4). 

6. The clothing is removed from the storehouse. One copy of the 
requisition is given to the Company Commander. 

7. The following procedure is taken: 

(a) The clothing is issued to the men on the individual slip 
submitted by them. 

(b) The issuing officer enters on the slip the quantity issued. 

(c) The soldier signs the slip at the bottom. It is num- 
bered, dated and initialed by the issuing officer. 

(d) The Statement of Clothing Charged to Enlisted Men 
(Q. M. C. Form 165b) is made out, each individual slip opposite 
its proper number. 

(e) The amount of the issue is charged against the soldier 
on page 6, of his Service Record. 

(f) The Individual Slips, the Requisition and the statement 
of Clothing Charged are filed together as a part of the Com- 
pany Records. 

8. Clothing that is not issued for any reason is returned to the 
Quartermaster within ^^ *iAurs from the time it is removed from the 
«f- the column "Ret'd to Q. M." The 

mtative signs certificate (5) and 
ns certificate (6). 
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9. The figures in the column ''Net Issued" is arrived at by taking 
the difference between the "Issued" and the "Ret'd to Q. M." columns. 
The Company Commander certifies that he has charged against the 
enlisted men the articles enumerated in "Net Issued" column on the 
copy on file in the Company. 

10. The two copies in the hands of the Quartermaster form his 
voucher for dropping the clothing from his returns. 

Clothing Settlements. 

Reference A. R. 1160 to 1162. 

The clothing accounts of enlisted men are settled on June 30 and 
December 31 of each year and when the soldier is separated from 
the service for any reason. 

The clothing allowance is divided into: 

1. An Initial Allowance which is intended to cover the cost of 
clothing from date of enlistment to the date when the soldier is 
taken up for full duty. This initial allowance is not regarded as 
earned until the soldier has completed six months' service. 

2. An Annual Allowance which is divided into a semi-annual allow- 
ance, a Monthly Allowance and a Daily Allowance, which is intended 
to cover the cost of clothing. 

This clothing allowance is published in orders from the ,War De- 
partment. The one now in force published in 1916 gives the allow- 
ance as follows: 

Initial Allowance «. $43.05 

Monthly share of Initial Allowance 7.18 

Daily share of Initial Allowance .24 

Semi-annual Allowance 12.40 

Monthly Allowance 2.07 

Daily Allowance .07 

When a soldier's clothing account is opened he is credited with 
the Initial Allowance. Should he not complete six months before his 
separation from the service any allowance with which he may haye 
been credited will be disregarded, and the basis of settlement will be 
the monthly and daily share of the Initial Allowance to which is added 
the monthly and daily share of the Annual Allowance. 

Example: 
Private John Doe enters the service on September 1st, 1917. He 
is discharged on account of disability in line of duty on April 24, 
1918. During the period September 1 to December 31, he has drawn 
$41.20 worth of clothing. 

Settlement, Dec. 31, 1917. 

Initial Allowance $43.05 

Monthly Allowance, 4 Mos 8.28 



Total $51.33 

Value of clothing drawn 41.20 



$10.13 
On the 5crvice Record page 7 under the heading "Balance Due 
Soldier" 13 entered the amount $10.13. 
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Settlement to Date of Discharge. 

Balance due soldier at settlement Dec. 31, 1917 $10.13 

Monthly Allowance, 3 Mos., at $2.07 6.21 

Daily Allowance, 24 days, at .07 1.68 

Total $18.02 

Value of clothing drawn since last settlement 4.02 

Balance due soldier $14.00 

This amount $14.00 is paid to the soldier on his final statements. 

Example 2: 
Private John Doc enters the service on September 1, 1917. He is 
discharged on account of dependent relatives on January 18, 1918. 
On December 31, 1917, Private Doe would have had the settlement 
made as indicated in Example 1. He has not completed 6 months' 
service necessary to entitle him to his full initial allowance. This 
settlement would therefore be disregarded — A. R. 1162. 

Settlement 
Monthly share of Initial Allowance, 4 mos. at $7.18.. $28.72 

Daily share of Initial Allowance, 18 days at .24 4.32 

Monthly Allowance, 4 mos. at $2.07 8.28 

Daily Allowance, 18 days at .07 1.26 

Total allowance $42.58 

Value of clothing drawn since enlistment 41.20 

Balance due soldier $1.38 

Which is paid the soldier on his final statements. 

Example 3 
Private John Doe enters the service on September 1, 1917. Settle- 
ment of account December 31, 1917. Clothing drawn since enlistment, 
$55.60. 

Settlement 

Initial Allowance $43.05 

Monthly Allowance, 4 mos 8.28 

Total allowar.ee $51.33 

Value of clothing drawn $55.60 

Balance due United States $4.27 

Which amount would be charged against Private Doe and col- 
lected on the December pay rolls. 

Example 4 
Private John Doe enters the service on September 1, 1917. He is 
discharged on February 20, 1918, on account of disability. Clothing 
settlement December 31, 1917. Balance due U. S., $4.27, collected on 
December pay rolls. 

»'--** • -wance, S mo^. ^V %1 \^ ^"^^ 

^tic«, 7ft d%.^% ^V 3At 
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Monthly Allowance, 5 mos. at $2.07 10-35 

Daily Allowance, 20 days at .07 1.40 

Collected on December Pay Roll» A37 

Total allowance $56.72 

Value of clothing drawn since enlistment $5SjS0 

Balance due soldier $1.12 

Which is paid on Final Statements. 
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Measuring for Clothing 

Breeches, cotton or woolen, olive drab: 

1. Measure at waist band. ' 

2. Measure from crotch to top of shoe. 

3. Compare measurements to table and ascertain size. 
Example: Waist, 33 inches; inseam, 29 inches. Size No. 11. 






BREECHES— OLIVE-DRAB WOOL AND OLIVE-DRAB 
COTTON; SERVICE; FOOT AND MOUNTED. 

Number Waist Inseam Number Waist Inseam 

Inches Inches Inches Inches 



1. 

2 

3 

4. 

S. 

6. 

7. 

8. 

9, 
10. 
11. 
12. 
13. 
14. 
IS. 
16. 



30 


26 


30 


28 


31 


2S 


31 


27 


31 


29 


32 


26 


32 


28 


32 


30 


33 


2S 


33 


27 


33 


29 


33 


31 


34 


26 


34 


28 


34 


30 


34 


32 



17. 
18. 
19. 
20. 
21. 
22. 
23, 
24. 
2S. 
26. 
27. 
28. 
29. 
30. 
31. 
32. 



35 


25 


35 


27 


35 


29 


36 


26 


36 


28 


36 


30 


37 


27 


37 


29 


37 


31 


38 


26 


38 


28 


38 


30 


39 


27 


40 


28 


41 


27 


42 


28 



Coats, Olive Drab Wool and Cotton: 

1. Measure around breast, man wearing O. D. flannel shirt, tape 
barely snug. 

2. Measure around waist same as 1. 

3. Measure for length from base of collar at back to just below 
buttocks. 

4. Length of sleeve, arm crooked at right angles and held hori- 
zontal. Measure from point where sleeve joins coat at shoulder to 
wrist. 

5. Measure for collar at bottom of same. 

Example: Breast, 37 inches; waist, 3S inches; length, 27}i inches; 
sleeve, 31 inches; collar, 17 inches; size, S^. 

COATS— OLIVE-DRAB WOOL AND OLIVE-DRAB COTTON. 



Size 

1 regular 

2 

3 



Breast 
Inches 
. 33 



regular 34 

regular 35 

3 J4 long 35 

4 regular 36 

-^ stoat 36 

4f^ /onqr ff, J6 



Waist 
Inches 

29 

30 

31 

30 

32 

34 

31 



Length 
Inches 
26 
26^ 
26^ 
27J4 

21Va 
26J4 

2W 



Length of 
sleeve 
Inches 

29J4 

30 J4 

30 J4 

32 

31^ 
31 



Collar at 

bottom 

Inches 

15 

1SJ4 

\W^ 
ISV2 

WA 
16^ 
16 
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5 regular 37 33 27)j 31H 16^ 

Sa stout 37 35 27% 31 17 

Saiong 37 32 28)4 33 I6yi 

6 regular 38 34 28^ 32^ 17^ 

6}i stout 38 36 27H 3\H 17^ 

6^ long 38 33 29}^ 33^ 17 

7 regular 40 36 29^ 32)^ 17H 

7% stout 40 38 28^ 32 18 

7H long 40 35 30J4 34 17^ 

8 regular 42 39 29)4 33 18^ 

9 regular 44 41 30}4 33)4 19 

Overcoats, olive drab. Measure same as for coats. 

OLTVE-DRAB OVERCOATS 

Length of Collar at 

Size Breast Waist Length sleeve bottom 

Inches Inches Inches Inches Inches 

1 regular 34 30 48 31'^ 16^ 

l}i long 34 30 51 32^ 16^ 

2 regular 36 32 49^^ 32^ 17H 

2J< long 36 32 52J4 33j4 17ji 

3 regular 38 34 505^ 33^ 18^^ 

3$< long 38 34 53^ 34^ 18^ 

4 regular 40 36 51^ 34 19 

4J4 long 40 36 54^4 35 19 

5 regular 42 40 52^ 34^ 19^ 

6 regular 44 42 54 35 20 

Flannel shirts, olive drab: 

1. Measure length from collar seam (bottom of collar) to bottom. 

2. Measure around breast. 

3. Measure around waist. 

A, Measure around hips and buttocks. 

5. Measure length of sleeve from center of yoke to include the 
cuff, arm held horizontal and bent at right angle at elbow. 

6. Collar, buttoned, at base. 

Example: Length, 32^; breast, 49; waist, 47; seat, 49; sleeve, 34; 
collar, 17. Size required, No. 4. 

OLIVE-DRAB FLANNEL SHIRTS 

Length of 
sleeve from 
Length from center of 

collar seam yoke, Collar 

at plait to including when 
bottom. Breast. Waist. Seat. cuff, buttoned. 

Size. In. In. In. In. In. In. 

1 29^ 43 41 43 32 IS 

2 30^ 45 43 45 32^ 15j4 

3 31^ 47 45 47 33 16 

4 32J4 49 47 49 34 17 

5 33J4 51 50 ^\ ^^ ^ 

t 2A M » ^ "^"^ ^ 
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Canvas leggings : 

Measure around calf of leg— 14 inches, No. 1; IS inches, No. 2; ISH 
inches. No. 3; 16 inches. No. 4; 17 inches, No. 5; 18 inches, No. 6. 
Drawers, summer and winter: 

1. Measure at waist. 

2. Measure inseam from crotch to shoe top. 
Example: Waist, 38; inseam, 29. Size required. No. 10. 

SUMMER AND WINTER DRAWERS 






Size 



II.. 



31 



Measure chest: 36 inches. No, 1; 38 inches. No, 2; 40 inches, No. 3; 
42 inches, .No. 4; 44 inches. No. 5; 46 inches. No. 6. 
Shoes: 

Great care will be taken in measuring the men's feet to get the 
proper fit of shoes. The regulations are most specific on this subject 
and are published in full here. 

The following table taken from G. O, 22, 1915, as indicated in the 
text, is inserted here for your convenience: 
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Fit of Shoea and Care of Feet of Enlisted Men.— With a view 
to increasing the marching capacity of troops, company commanders 
will personally measure the feet and fit the shoes of men of their 
commands and will be held responsible that the instructions herein 
contained are strictly followed. 

All measurements prescribed herein will be taken with the soldier 
standing in bare feet and with a 40-pound burden on his back, bear- 
ing the entire weight upon the foot to be measured. Balance may be 
preserved by resting the hand on a fixed object. The measurements 
of the foot, which must be taken to make suitable preliminary selec- 
tion of the shoe to try on, are (a) the length; (b), the circumference 
around the ball. 

To measure the length the soldier will stand with foot upon the 
foot measure, furnished by the Quartermaster's Department, fitted in 
a slot in a board, the heel of the soldier fitting snugly against the 
heel block. The movable block will then be pushed up until it 
touches the end of the great toe. The scale on the top of the 
measure, which is graduated in sizes, will then be read, and the 
proper length of the shoe will be determined, approximately, by 
adding 2 to the reading of the scale; thus, if the soldier's foot scales 
6ji, a shoe not smaller than 8^^ should be tried on first. 

To take the ball measure, pass the foot tape, supplied by the 
Quartermaster's Department, around the foot at the prominent tuber- 
cle at the base of the great toe and the prominent tubercle at the 
base of the little toe. The position of the tape is shown by the line 
A — B in the diagram below: 




The tape should lie closely to the flesh, but should not be so tight 
as to compress it. Having taken the foregoing measurements, the 
shoe best suited to the foot will be determined by reference to G. O. 
22, 1915. For example, assume that the circumference of the ball is 
found to be 954 inches. In the table on page 28 of the aforesaid circular, 
under the heading "Marching shoes," it will be ^.^^tv X-V-^Nw ^^'^ -^ V^^*^ 
reguJrifi^ »n 8}4 shoe a ball measuteiw^wX. oV ^V^ vcv^^'^ ^^^x^-^^^-^^^ 
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to a D width. The size of shoe to try on for actual fitting ii, then, 
in this case, 8^ D. 

If the ball measurement found as above does not correspond 
exactly with any ball measurement given in the table, then the nar- 
rower of the two widths between which the measurement lies should 
be selected. 

Beginning with the size and width thus tentatively selected, shoes 
will be tried on until a satisfactory fit is secured. Correct fit in 
waist and instep will be determined experimentally. To determine 
ihe fact of fit the shoe will be laced snugly and the soldier with a 
40-pound burden upon his back will again throw his entire weight on 
one foot. The officer will then press in the leather of the shoe in 
front of the toes to determine the existence of sufficient vacant space 
in that region to prevent toe injury. Under no circumstances should 
this vacant space in front of the great toe be less than two-thirds 
inch; nor should there be pressure on the top of the toes. The officer 
will then grasp with his hand the leather of the shoe over the ball. 
As his fingers and thumb are brought slowly together over the 
leather, the shoe should feel snugly filled without apparent tension, 
while the leather should lie smoothly under* the hand. If the leather 
wrinkles under the grasp of the hand, the shoe is too wide and a 
narrower width is needed; if the leather seems tense and bulging 
and the hand tends to slip over easily, the shoe is too narrow and a 
greater width is necessary. 

It may be necessary to try on several pairs of shoes in this man- 
ner before an entirely satisfactory shoe is secured. A record of 
the proper size and width of shoes as determined above will be kept 
as provided by paragraph 37, Uniform Regulations. 

Measurements will be taken and shoes will be fitted as prescribed 
at least once in each enlistment and the record will be changed from 
time to time if subsequent fittings render a change necessary. 

Sizes called for in requisitions will conform to the record, and the 
fact of fit of shoes issued on such requisitions will be personally veri- 
fied in every instance by company commanders in the manner above 
prescribed. 

No shoes will be issued to or worn by enlisted men while on duty 
which are not fitted in accordance with this order. 

New shoes should be adapted to the contours of the feet as soon 
as possible. Shoe stretchers, with adjustable knobs, to take pressure 
off painful corns and bunions, are issued by the Quartermaster's 
Department. 

All shoes should be properly broken in before beginning a march, 
but if this is impracticable then the following is suggested but not 
required: 

The soldier stands in his new shoes in about 2^ inches of water 
for about five minutes until the leather is thoroughly pliable and 
moist; he should then walk for about an hour on a level surface, 
letting the shoes dry on his feet, to the irregularities of which the 
)mther is thus molded in the same way as it was previously molded 
cnrr the shoe last On taking the ihoc» oft a vtry Uu\^ n^at't-foot 
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oil should be rubbed into the leather to prevent its hardening and 
cracking. 

If it is desired to waterproof the shoes at any time, a considerable 
amount of neat's-foot oil should be rubbed into the leather. 

Light woolen or heavy woolen stockings will habitually be worn 
for marching, but Commanding Officers of organizations may auth- 
oriie the wearing of cotton stockings in individual cases where the 
Surgeon certifies to the fact that the wearing of such stockings sub- 
serves the best interests of the service. The stockings will be large 
enough to permit free movement of the toes, but not so loose as to 
permit of wrinkling. Darned stockings or stockings with holes will 
not be worn in marching. 

Company commanders, by frequent inspection throughout the year, 
will maintain the feet of their men in condition for proper marching. 
They will cause the proper trimming of nails, removal or paring 
of corns and callouses, relief of painful bunions, treatment of 
ingrowing nails, and other defects, sending serious cases to the 
Surgeon. 

Additional sizes: 

Belts, waists, 44 inches. 

Gloves, O. D., wool, 9, 10, 11. 

Hats. Service, 6H, 6H, 7, 7^, 754, 7^, 7yi. 

Stockings, woolen, light, 954, 10, 10f4, 11, 115^, 12, 12^4. 

Record of Sizes. 

Take an individual clothing slip, one for each man, and enter 
thereon the size of each article of clothing that he requires. These, 
when bound together, will form a loose leaf record that may be 
referred to as occasion requires. 



CHAPTER IX. 

PUBLIC PROPERTY. 

Reference A. R. 657 to 703. 

Every article of public property has to be accounted for by some 
officer. If it is lost, destroyed or otherwise disposed of and the 
accountable or responsible officer is unable to account for it, he will 
have to pay for it from private funds. 

Distinction between accountability and responsibility. 

An officer who has charge of public property and who is required 
to make a return for it is said to be "Accoiftitable" for the property. 

An officer who has charge of public property and who is not re- 
quired to make a return for it is said to be "Responsible" for the 
property. 

Thus a Regimental Supply Officer has certain property for which 
he is required to render a return at stated periods. He is accountable 
for the property. He issues this property to a Company Commander 
on Memorandum Receipt (Q. M. C. Form No. 227). The Company 
Commander is responsible for the property. 

All property pertaining to the equipment of a Company is now 
issued by the Regimental Supply Officer on Memorandum Receipt. 

When the initial issue is made, or at the beginning of a quarter 
when settlement is made, a memorandum receipt is prepared by the 
Supply Officer showing all the articles of property when in the 
hands of the Company Commander. When additional property is 
required it is issued on a Memorandum Receipt Debit Slip (Q. M. C. 
Form No. 242), which is attached to and becomes a part of the 
original memorandum receipt. When property is turned back to the 
Supply Officer for any reason the Company Commander is given a 
Memorandum Receipt Credit Slip (Q. M. C. Form No. 243), which is 
likewise attached to the original memorandum receipt and becomes a 
part of it. 

Ordnance property is also issued on Memorandum Receipt (A. G. 
O. Form 448). The Credit and Debit Slips are made interchangable 
by erasing the words credit or debit as the case may be. The slips 
are abstracted on an abstract record of memorandum receipt em- 
ployed as a loose leaf, using one slip for each article of property. 

Issue of Public Property to Enlisted Men — When public property 
is issued to an enlisted man for his personal use in the military ser*- 
vice, he receipts for same on an "Individual Personal Equipment" 
blank (Q. M. C. Form No. 501). 

These receipts arc kept in a loose leaf binder, one for each man 

who has public property in his possession. When he turns in 

property he receives credit for same on the blank and when he draws 

additional articles these arc ctiaiKi'd against him iu the spaces under 

the heading "changes** on the blank form. 
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Statement of Charges — When articles of public property are issued 
to enfisted men as a part of their personal equipment or for their 
use and the articles are lost, broken or destroyed through careless- 
ness, the man responsible for same is required to pay for them. 

In such cases the cost price of the articles in question are charged 
against Uie man on the Pay Rolls of the organization and the Quar- 
termaster making payment deducts the amount from his pay. This 
procedure is, however, subject to the limitation prescribed in A. R. 
686, which prescribes that the soldier is entitled to have a ''Survey" 
on the property in question if he feels that for any reason the charge 
is unjust 

In order that the officer accountable for the property may have a 
voucher for dropping same from his returns, the Company Com- 
mander each month makes out a "Statement of Charges" (Q. M. C. 
Form No. 208), on which is consolidated all the charges against 
enlisted men deducted on the pay roll in question. This Statement of 
Charges is signed in duplicate by the Company Commander and sub- 
mitted to the Quartermaster at the time payment is made. The 
Quartermaster either replaces the property enumerated on the state- 
ment or issues a credit slip for same in favor of the Company Com- 
mander and the transaction is complete. 
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Survey of Property. 

Reference A. R. 710 to 726. 

When public property is lost in the Military Service or becomes 
unserviceable from causes other than by fair wear and tear, or is 
unsuitable for the service, it will be surveyed by a disinterested of- 
ficer detailed for the purpose. 

In such cases the officer responsible for the property makes out a 
Report of Survey (A. G. O. Form No. 196) in triplicate, which he for- 
wards to the Commanding Officer. 

The Commanding Officer details an officer to survey the property 
in question. The Survey Officer arrives at a finding in the case and 
makes recommendation based upon same. 

If the finding and recommendation are approved by the Command- 
ing Officer he affixes his signature and the transaction is complete. 

Before making out a survey on property the Company Commander 
and Company Clerk should read over and digest the regulations on 
the subject and the instructions on the back of the form. 

Initructions for Making Out a Report of Survey. 

1. Um» Number of Copies, and Disposition — This form will be 
used in making reports of survey on all classes of public property 
acted upon by a surveying officer. Each report will be made in 
triplicate and disposed of as prescribed in Army Regulations. In 
the column headed ''Date and Circumstances" will be entered a 
statement of the circumstances attending the loss, damage, or de- 
struction of the articles surveyed, and, in the case of ordnance 
stores, the date of their receipt. 

2. ^luaet of Property — Property of different stafT departments, 
or property carried on separate returns, will not be entered on the 
same report, but separate reports will be made for each class of 
property. 

3. Documentary Evidence — Where documentary evidence is sub- 
mitted it will be marked "Exhibit A," "Exhibit B," etc., and will 
be so noted and referred to by the surveying officer in his report. 
All documentary evidence will be inserted and fastened between the 
leaves of the report. 

4. When any stores are included that have been lost, destroyed, 
or damaged by means other than fair wear and tear in the service, 
the facta will be sworn to as indicated on page 2. If the oath is 
subscribed to by the responsible officer the certificate need not be 
subscribed to. If the oath is subscribed to by any other individual 
than the responsible officer, he will subscribe to the certificate. 

5. In case property that is unserviceable through fair wear and 
tear in the service only is covered by the survey the certificate only 
will be completed by the signature of the responsible officer, but 
the surveying officer will exercise great care in examining such 
property and state in his findings whether he found that its unserv- 
iceable condition is due to fair wear and te^t \tv \.V^^ ^^xsV.^, V^ 
caae ItB unserviceable condition is not ioMtv^ lo >q^ ^>^^ v.^ ^^^ ^^»».^ 

t0 wtU Sx responsibility for sucb damage vl^oti >^i^ ^xo^^x V^^^'^^ 
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6. Army Regulationi — ^The survey of property is covered in para- 
graphs 710-726, Army Regulations (1913), which define the duties of 
surveying officers, fix the power of the convening authority, and give 
instructions relative to the preparation and disposition of survey 
reports. For survey of band instruments, see also A. R. 1179, of 
china and glassware of outgoing organizations, see also A. R. 1023; 
of silken colors, standards, and guidons, see also A. R. 239. 

7. For classes of unserviceable property that may be destroyed 
or turned in to depot on approved recommendation of a surveying 
officer, see A. R. 678, 717, 907, 1520, 1534, and 1537, as amended. 

8. Brass Trimmings — Before leather or other stores belonging to 
the Ordnance Department are destroyed or broken up, all rings, 
buckles, and other trimmings of brass will be cut off by enlisted labor 
and turned over to the Post Ordnance Officer, and the certificate of 
the officer witnessing the destruction will contain a statement to the 
effect that these articles have been removed and turned over to the 
Post Ordnance Officer. (For the disposition of this material by Post 
Ordnance Officers, see paragraph III, General Orders No. 9, War 
Department, 1911). 

9. Loss of Small Arms — When a survey is made on the loss of 
small arms, the report must show whether or not the arms were 
stored at the time of the loss in arm racks or arm lockers furnished 
by the Ordnance Department for their safe keeping, or were being 
used at the time in the performance of military duty. In all cases 
the report must show clearly whether or not every reasonable pre- 
caution was taken to prevent the loss. In this connection see para- 
graph 5 of the G. O. No. 20, War Department, May 26, 1916, regard- 
ing issue of arm racks and arm chests for the safe keeping of small 
arms, etc. • 

10. Survey Reports Sub vouchers to Statements of Cluurget— Re- 
ports of survey authorizing charges against enlisted men, including 
deserters, are subvouchers to the Statement of Charges and will 
accompany it. 

11. Desertions — ^Wherever public property is lost in consequence 
of the desertion of an enlisted man, a surveying officer will report on 
the missing property, but its value can not be charged against the 
deserter in the absence of an approved report of survey to that effect. 
(Paragraphs 116 and 687, A. R., 1913). 

Form for Affidavit to Accompany Report of Simrfjr. 

AFFIDAVIT. 

Piatt. Barracks, 1 - ' I "! 

County of Clinton, }• 
State of New York. J 
ss.: 

Personally appeared before me, one Private William Wlsdem, Com- 
pany ''A," 40th Infantry, who, being sworn according to law, deposes 
and says: 

That he was a member of a detachment of Company "A," 40th 
Infantry, detailed for guard duty at Grand Isle. 

That while cnroutc on Lake Champlain from Piatt. Barracks to 
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Grand lale by motor boat the boat upset and the men were thrown 
mto the vater. 

That incident to the upsetting of the boat the following articles of 
public property that had been issued as a part of his personal equip- 
ment were lost. Viz.: 1 Haversack, 1 Canteen cover, dismounted, 1 
Cuiteea, 1 Heat can, 1 Pack carrier. 

WILLIAM WISDEM, 
Private Company "A," 40th Infty. 
Sworn to and subscribed before me this 1 
ISth day oi July, 1917. J 

JAMES MONROE, 
Major, 40lh Infantry, 
(Triplicate) Trial Officer, Summary Court. 
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1 

I 

i 

f 

1 



I do ■olemnlj iwear that the artidet of public property named hereon were loet, 
in the manner atited, while in the public «ervioe. 

BumLj.ianni 






•X^SfSLm ■««*«»*«*s^K«**< 




Sworn to before me, and eubecribed in ny preeenoe, thia .^..^Ifet^ daj of 

....jbAllltll — ^ , 101 



) 
Malor 40tlulftfa««ry 

Triftl OfflMrAlMHMry ONTi 

(OOM.) 

I certify that the Iom, imii<iiii|i1eiiipi>afii«iiiiwHlil|iiif the artidea of poUio piopartj named 
hereon waa occaeioned by unavoidAMe cauMa, and without fault or neglect on my part; and Uwii <tch »tfcie 
lieledkheMeA<wMt-»f4eiw>49>«lii&iBatioR 'bydget iuutiuii, ha t buun ua a miued by me p Mi^■a^^|yy4a•^l^f^ r h i m 
paenieidy eondemnod, hae hecttmo uaewrifnable in tho maMnretaUd liiiieini and iej in laj iiphiiiwij ■hHi 



(Nmm) 
(a«A'illM«iHiaMn.> Brn f t mO kkOMm.. 

Fort.ja«titBMrrMLki»KtIa«...,Mz.JlA«3iX7...^, 101 To M\9X^-J^lmJil^liASft^^ 

who, by order of the commanding; officer, » Appointed aunreying officer on the articte of pabUo property 
nanied hereon. 

(llanki 



I haye examined all aTailable t«atimony in tliie caae, and it ia ray belief that ..HbR.JRffttllilL^^.^ 
fBtatrnUd btNla ««rt lett in tbt naantr ■tettd nd itani no ptraott •« %f kiU 
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RECOMMENDATIONS 



LIST OF WITNESSES: 
Oli»tiA» 1fti.L ,liiaXT<^40th>TBfantry 

>rt fm» Wi UUa ¥U4— ^Oo«"A« 40th.TBfty. .•????..?.???)?. 

A».tAMilJ»1tt.4ft1*Afe.t«tlT 

(Kwk «ad vfubmOoa.) Survei/xng OJtetr. 



miT XI1QER8 

(Numl) 
(RMkudorpBlwUoD.) CommonAng. 



FIBST INDORSEMENT 

Foft ,.— .......^ ^.^ , 1 101 . To , „... 

who will wlUMii th« dostniction of the unaeryioeabI«) proporty, the destruction of which, m approved by me, is 
rNomiMndtd bj the lunreying officer. 

I hftt* ptfwmaDy inspected the property and, in my opinion, it ban no salable value. 

TIm tftkltt of ordnance property designated for destruction are utterly worthless. 



(Naat.) 

(R«ii«loniMi«iiii.) 'Ommmding 

SECOND INDORSEMENT 

Fori ^... , , 101 . To the Commanding Officer: 

I ham tilit daj witboased the destruction of the property referred to in the foregoing indorMmont, and 
htvf eompMsd wllh paragnph of the instructions on the back hereof. 



(Num.) 

(Hiok Ud Of|MlM»«.) 
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STATIONERY. 
Reference: A. R. 1062-1063. 
There is no prescribed allowance for a Company. Usually the 
Commanding Officer publishes a memorandum, in which he indicates 
the quantities that he deems necessary and requisitions (Q. M. C. 
Form No. 204) are submitted at the beginning of each quarter of the 
Fiscal Year for the quantity so stated. 

This requisition is made out 
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Company Orderly 
Room, forwarded with the 
morning report on the first 
day of the quarter. The 
Commanding ORicer ap- 
proves same by affixing his 
signature. The requisition ts 
then sent direct to the Quar- 
termaster, who has the sup- 
plies prepared for issue and so 
notifies the Company Com- 
mander when they are ready. 
The stationery is then drawn 
in the usual manner. The 
Company Commander signs 
the receipt for same on the 
face of the blank. 
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gaming Mteriili The allowance of Police and Cleaning Ma- 
terials for a Company is prescribed in Army Regulations, F^rs. 
1181 and 1182. This is procured quarterly on Requisition (Q. M. C. 
Form No. 176). 

The present allowance is 
shown on the blank form. At 
the beginning of the quarters 
of the Fiscal Year, July 1, 
October 1, January 1, and 
April 1. requisitions are sub- 
mitted to the Regimental 
Supply Officer, who makes 
the issue on them. 
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I icertifx that the articles and quantities tliereol 
above are needed for my command. 

.![n^I!•Hlllard 

Captain 40th. Infantry 



' Received ....July. 9,1917 
the aitklet noted ai istucd. 
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T*T«Soott 
2nd.I.ieut •40th. Infantry 
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CHAPTBK X. 

MUSTER AND PAY ROLLS. 

Reference A. R. 807 to 810-132-1472-1572. 

On the last day of February, April, June, August, October and De- 
cember Muster Rolls (A. G. O. Form No. 61) are prepared by every 
organization and detachment in the service. 

The Muster Roll. is the official military record of the soldier to 
which reference is made in the investigation and settlement of -claims 
or questions affecting the officers and enlisted men whose names are 
borne thereon, for the period covered by same. 

The Muster Roll is made up in the Company orderly room prior 
to the date of muster. The Commanding Officer issues orders for 
the muster of the command on the last day of the month, prescribes 
the time of muster, where the muster is to be conducted, the forma- 
tion, the uniform to be worn, the equipment to be carried and 
whether or not the muster is to be preceded by a review or inspection 
or both. 

For example: — Let us assume that the muster is to be conducted 
on the Company parade by the Battalion Commander. The Captain 
causes the Company to be formed in line at the hour designated, 
wearing the uniform and carrying the equipment prescribed in the 
order. When the Company has been reported to the Captain by the 
first Sergeant he "Opens Ranks" and takes his post > paces in 
front of the right guide of the Company. 

The mustering officer approaches. He halts in front of the Captain. 
The Captain salutes. The Mustering Officer returns the salute and 
says: "Prepare your Company for inspection." The Captain faces to 
the left and commands "Prepare for inspection," and faces to the 
front. The Mustering Officer conducts such inspection as he may 
desire. The Captain returns to his post. The Mustering Officer 
directs "Prepare your Company for muster." The Captain faces to 
the left and gives the command: 1. "Right shoulder." 2. "ARMS, 
Attention to muster." 

At this time one of the musicians who has been charged with the 
custody of the muster roll comes around the right of the Company 
and hands the roll to the Captain. The roll is accompanied by a list 
of absentees showing the name and rank of the man and the cause of 
his absence. This list is given to the Adjutant. The Company Com- 
mander calls the names of the men. As each man's name is called 
he answers "Here," and comes to the order arms. When the Captain 
calls the name of a man who is absent the Adjutant answers "Here," 
and checks the man's name on the list in his possession. 

The muster completed the Mustering Officer directs: "Dismiss your 
Company. Have them stand by their beds for inspection of quarters." 
The Captain repeats the order to the First* Sergeant who comes 
around the right flank of the Company and salutes. The Captain 
returns the salute. The First Sergeant commands: 1. "Inspection." 
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2. "ARMS." 1. "Port" 2. "ARMS." 1. "Stand by your beds for 
inspection of quarters." 2. "Dismissed." The men repair to quar- 
ters, place 'their rifles in the arm racks and each man stands at atten- 
tion at the foot of his bed. The Mustering Officer passes through the 
barracks, cantonment or tents as the case may be and makes a thor- 
ough inspection of same. 

When muster is preceded by a review and inspection the Company 
is prepared as heretofore indicated, and the same commands are given. 
The Captain does not salute as the Mustering Officer approaches him. 

The absentees from the formation are mustered by the Adjutant at 
a later time from the list of absentees in his possession. 

The Muster Rolls are signed by the Captain. They are then sent 
to the Mustering Officer, who completes and signs the certificate at 
the end of same and within 3 days after the muster forwards one copy 
to the Adjutant General of the Army and returns the other copy to 
the Company Commander for file with the company records. 

On the month when muster rolls are not prepared the organiza- 
tion is mustered on the pay roll in a manner similar to that indicated 
herein. 

All officers, non-commissioned officers, and others concerned in the 
preparation of this roll, are enjoined to exercise great care to make 
the roll complete. When filed in the Adjutant General's office, the 
roll will become the record to which reference will thereafter be made 
in the investigation and settlement of claims or questions affecting 
the officers and enlisted men whose names are borne on the roll, and 
their heirs, for the period covered by it. 

INSTRUCTIONS FOR THE PREPARATION OF MUSTER 

ROLLS. 

1. Names To Be Entered on Roll. — All officers and enlisted men 
will be taken up on the rolls from the date of receipt of notice of their 
assignment by competent authority, whether they have yet joined or 
not, and will be entered in the following order: First, commissioned 
officers belonging to the organization in order of rank; second, com- 
missioned officers attached to the organization in order of rank; third, 
non-commissioned officers in the order of the grades given in para- 
graph 9, A. R., the names under each grade heading appearing in the 
order of the dates of warrants; fourth, all others, except musicians 
and privates, in alphabetical order of grade; fifth, musicians; sixth, 
privates. The names of the men under each grade heading, except 
non-commissioned officers, will appear alphabetically. [Lance cor- 
porals will be carried under the heading of privates.] The names 
and the grade headings (first sergeant, quartermaster sergeant, ser- 
geantSf corporals, etc.), which will precede the names under each 
different grade, will follow one another without interval except when 
made necessary by the use of two or more lines in the column for 
"Remarks," after a name. In all cases the last name will be written 
first, e. g., Smith, John A., not John A. Smith. In the case of recruits 
forwarded from recruit depots, the receipt of the descriptive and as- 
signment card will be considered as a tvol\c^ oi ^.-^^vskwcc^wnX. ^-^x^^^^v 
he Uken to have names o! so\d\tTa ^tv^ ^^\.^% o\ ^xCCv«xtciwv\. ^'otx^o.. 
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The names of officers attached to an organization will be borne on the 
muster rolls of the organization to which attached, but the names of 
the enlisted men attached will not be borne on the muster rolls of the 
organization but on a separate (detachment) roll. 

2. Remarks. — Under the head of ''Remarks" will be carefully stated 
opposite the name of the person concerned: 

(a) Assignment The date when any assignment takes effect, 

with number and source of order therefor; 

(b) Date of Joining. — The date that any officer or enlisted man 

joins, whether originally or from any absence, and, if orig- 
inally, the source of gain; 

(c) Command, Assignment to or Relief frouL — The date an of- 

ficer assumes or is relieved from any command; 

(d) Changes of Rank or Grade. — ^All changes of rank or grade, 

with dates of changes, and numbers, and sources of orders; 

(e) Sentences. — All sentences, with dates of same and numbers 

and sources of orders; 

(f) Absence. — All cases of absence of twenty-four hours or more, 

the nature and commencement of, and periods authorized, 
with numbers and sources of orders; and this will be stated 
on the first roll, and on subsequent rolls, while such ab- 
sences continue, will be noted (nature of absence), 

since (month, date, year), see roll (period) , 

(first roll bearing entry), 19—; and in case of absence on 
detached service, sick, or in confinement, the place of 
absence will be set forth; 

(g) Injuries or Wounds. — All injuries or wounds received during 

the period covered by the roll, and whether or not con- 
tracted in line of duty; 

(h) Confinement.— All cases of confinement, with dates; and 
when by civil authority the nature of the offenses, whether 
prisoners have been held for trial, tried, or discharged with* 
out trial, and, when tried, whether acquitted or convicted; 

(i) Medal of Honor and Certificate of Merit. — On the first muster 
roll after receipt of notice of the award of a medal of honor 
or certificate of merit, the fact of the award, together with 
the date of the engagement and the cause of the award, 
will be noted; 

(k) Discharge. — Opposite the name of every soldier discharged, 
whether honorably, dishonorably, or without honor, will 
be noted, whether or not the service of the soldier was 
honest and faithful, and, in the case of honorable discharge, 
the character given on the discharge certificate, and all un- 
authorized absences exceeding one day, with dates, will be 
noted. Unauthorized absences will also be noted in the 
case of discharge without honor. If no unauthorized ab- 
sences are of record that fact will be stated. When the 
words '*No objection to his re-enlistment is known to 
exist" are erased (by lining out) on the discharge certifi- 
cate, that fact, with the reason for such action, will also be 
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noted on the roll, except in the case of a soldier discharged 
on surgeon's certificate of disability. 

3. Changes Since Last Muster: 

(a) Those Who Have Ceased to Belong to the Company.— The 

names of those belonging to the command will be imme- 
diately followed by those of the officers and enlisted men 
who have ceased to belong to it since last bimonthly mus- 
ter. These will be classed in the following order: Dis- 
charged, transferred, died, retired, deserted, dropped; and 
the utmost particularity will be observed in the remarks 
concerning them; dates and places will in every case be 
given; and numbers, and sources of orders, or description 
of authority, be always carefully given. Under each head- 
ing the names will appear in the order prescribed in In- 
struction 1. 

(b) Retention Beyond Date of Enlistment— When soldiers are 

retained in service beyond the period for which they 
were enlisted, as shown by the date of their enlistments, the 
cause of such retention will be stated. 

(c) The Names of Soldiers Discharged and Re-enlisted, or who 

have deserted and rejoined from desertion since last bi- 
monthly muster, will be placed both in the body of the roll 
and under the appropriate headings as having been dis- 
charged, having deserted, etc. 

(d) Deserters. — The date and place of the return of a deserter 

to military control, whether he surrendered to or was ap- 
prehended by the military or civil authorities, and in the 
latter case the date of surrender or apprehension will be 
noted on the first roll. On subsequent rolls until the re- 
sult of the trial has been published, or the case otherwise 
disposed of, will appear the remark, "Awaiting trial (or 
result of trial) for desertion. See roll for 
191..." On the rolls following the final disposition of the 
case will appear the data given on the first roll, and also 
the date, with number and source of the order announcing 
the man's return to duty or the result of the trial. [Note. 
— The restoration to duty without trial of a deserter by 
competent authority, i. e., the commander who would have 
been authorized to direct his trial, entailing the imposition 
of the forfeitures and stoppages prescribed by Army Regu- 
lations, can be ordered only in case the desertion is ad- 
mitted, and must not be confused with the removal, by 
the order of such a commander or the War Department, of 
a charge of desertion erroneously entered on the rolls 
against a soldier, such removal operating to relieve him 
from any and all stoppages to which he may have been 
subjected on account of his supposed desertion.] 

4. Abbreviations. — The abbreviations authorized in the preparation 
cf the pay roll may be used on the muster roll. 

5. Extra Sheets. — If additional soace be found absolute U: ixccaa.- 
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sary, the roll will be enlarged by stitching into the middle of it an 
extra sheet or sheets, Form No. 61-1, A. G. O., provided for that pur- 
pose. Under no circumstances will half sheets be used or pieces of 
paper be attached to the roll. Paper fasteners, wire, or paste will not 
be used in joining the sheets of the roll. 

6. Typewriting RolL — ^The preparation of muster rolls on a type- 
writing machine is authorized provided a black record ribbon of 
standard quality is used. The original copy of the roll will be for- 
warded to The Adjutant General's Office. Carbon copies of rolls will 
not be forwarded to that office. 

7. Doto and ^'Ditto."— The use of dots and the word "ditto" is 
prohibited. 

8. Ruled Columns. — ^The ruled columns will not be used for pur- 
poses other than as stated in these instructions or indicated in the 
printed headings. 

9. Correction of Rolls. — Corrections on muster rolls, after muster 
and before they have been forwarded to The Adjutant General of the 
Army, will only be made with the approval of the mustering officer. 
Retained rolls will not be changed until authority therefor has been 
obtained from The Adjutant General. 

10. Detachments. — This roll will not be used to muster detach- 
ments. 

11. Disposition Made of Rolls. — Within three days after each bi- 
monthly muster, the mustering officer will forward to The Adjutant 
General of the Army a copy of the muster roll of each company, bat- 
tery, troop or detachment. A duplicate of the muster roll will be re- 
tained. Blanks will be supplied from the Adjutant General's Depart- 
ment. The roll for The Adjutant General's office will be folded 
evenly in three folds, with the brief on the outside. It will not be 
folded or creased to fit an envelope, but will be mailed in an envelope 
of the proper size or in a wrapper made especially for the purpose. 

A sheet of model remarks will be furnished upon application to the 
Adjutant General of the Army. 
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MODEL REMARKS FOR MUSTER ROLLS. 
(Note.— These Model Remarks are intended as a guide for placing 
Data on tiie Muster Rolls required by tiie printed in- 
structions for tiie preparation of tiiose rolls.) 

Absence. 

(a) Civil Authorities.— In hands CAuth fr Jan 10 to Feb 3/14. 
Offense: Drunk and disorderly. Convicted (acquitted, released on 
bail» or released without trial). 

Ot) Detached Service.— DS since Jan 15/14 at HQE Dept. Far 15 
SO 20 £ Dept 1914. 

(c) Furlough. — On one mos furlough since Aug 10/14. AR 106. 

(d) Sick-.(1) Sick in Walter Reed Gen Hosp July 5 to Aug 20/14. 
(2) Sick in PH Ft Jay, N Y, since May 10/14. 

(e) In Confinement. — In confinement since Apr 20/14 at Ft Ontario, 
N Y. See Roll for Mar and Apr 1914. 

(I) With Leave.— On 10 days' leave July 20-30/14. SOP 100 1914. 
(g) Witiiout leave.— AWOL Aug 10 to 15/14 (or since Aug 10/14). 
(Note. — ^Absence of less than 24 hours will not be noted.) 

Appointments Continued in Force. 

(a) Reenl Wrnt as Sgt, and Apmt as 1st Sgt contd. 

(b) Reenl Wrnt as Sgt (or Corp) contd. 

(c) Reenl Apmt as Ck contd. 

Apprehension. (See Desertion.) 

Assignment. 

(a) Assigned to Co RSO 10 Mar 5/14, not yet joined. 

(b) Joined by assignment May 14/14, SOP 20, 1914. 

(c) Assigned to Co May 20/14 D and A Card joined Sd (or not yet 
joined). 

Attached. (In case of officers only.) 
Attached to Co. Par 1 RSO 40, 1914 joined Aug 10/14. 

Certificate of Merit. 
Awarded C of M for saving the life of a comrade in a skirmish with 
Filipinos at Tayug, P I, Aug 10/13. GO 20 WD 1914. 

(Note. — ^To be noted only on first roll after receipt of notice of 
award.) 

Change of Name. 
Name changed fr John A Smith to Robert A Jones. Letter AGO 
July 10/14. 

Changes of Rank or Grade. 

(a) Aptd Sgt Maj fr July 2/14. RO 20, 1914. 

(b) Aptd Bn Sgt Maj Aug 2/14. Bn O 12, 1914, under AR 256. 

(c) Aptd 1st Sgt fr Sgt Aug 5/14. CO 5, 1914. 

(d) Aptd Sgt fr Corp Aug 1/14. RO 10, 1914. 

(e) Aptd Corp fr Pvt July 5/14. CO 7, 1914, under AR 271, 275. 

(f) Aptd Ck fr Pvt July 5/14. CO 6, 1914. 

(g) Rd fr 1st Sgt to Sgt Aug 5/14. CO 5, 1914. 

(h) Rd fr Sgt to Pvt and forfeit one mos pay SC July 20/14. 
(Note^— All other changes of rank ot ^t'a.i^ -^'"CWi^ '^ v^^^^x.'t^ 'vcw 
like manner.) 
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Command. 

(a) Comdg Co. 

(b) Comdg Co since Aug 15/14. SOP 25, 1914; 

(c) Comdg Co Aug 10 to 13/14. 

(d) Relieved fr command of Co Aug 15/14. Par 5, SO 100 WD. 
1914. 

Confinement. 
In confinement July 2, to 6/14. SC July 2/14. 
(Note. — See also under headings, "Absence/* "De8artioiit'\ and 
"Santencea.") 

Death. 
Died July 15/14, at Ft Jay, N Y. 

Desertion. 

(a) Deserted July 5/14, at Ft Porter, N Y. 

(b) Deserted July 5/14, at Ft Jay, N Y, apprehended July 19/14, 
by CAuth, Chicago, 111., returned to Mil control at Ft Sheridan, 111., 
July 20/14. Tried for desertion, found guilty, and sentenced to be 
confined at hard labor for 4 mos. GCMO 460 C Dept, 1914 (or tried 
for desertion and acquitted; or, tried for desertion and found guilty 
of AWOL only and sentenced to forfeit 2 mos pay and suffer a 
stoppage of $50 reward for apprehension and delivery). In confine- 
ment serving sentence. * 

(c) Apprehended Aug 5/14, at Albany, N Y, by Mil Auth. In con- 
finement since that date awaiting trial or result of trial. 

(d) Restoration to duty without trial. — In confinement fr July 4 
to Aug 10/14 awaiting trial for desertion. Restored to duty without 
trial. Par 3, SO 64 E Dept, 1914. 

(e) Removal of charge.— In confinement fr July 4 to Aug 10/14 
awaiting trial for desertion. Charge removed as having been er- 
roneously made. Par 5 SO 64 £ Dept, 1914. 

(f) Desertion and fraudulent enlistment— 

(1) Upon the first roll following apprehension will be noted as 

follows: 

On the roll of the organization from which he deserted: 
"Apprehended (or surrendered) July 1/14 while serving in 

under the name of John A Jones; in confinement at 

Ft Logan, Colo, awaiting trial." On the roll of the organi- 
zation in which serving fraudulent enlistment: "Appre- 
hended (or surrendered) July 1/14 as Martin Brown, who 

deserted Nov 2/12 from ; in confinement awaiting 

trial." 

(2) See heading "Dropped" (a) for remarks in case of convic- 
tion of desertion and fraudulent enlistment and sentenced to 
be dishonorably discharged. 

(3) See heading "Dropped" (b) for remarks if soldier is not dis- 
honorably discharged, but held to serve out balance of legal 
enlistment. 

(4) If such soldier be held to service as of his fraudulent enlist- 

meat tuid it ordered to be discharged from his etUistmeat 

from which he deserted, he w\U be 4\%^%t^^^ ^twsL tKe 



Company Administration 79 

orffanication from which he deserted- and held to service as 
of the date and the name under which he 'fraudulently en- 
listed. 

Discharge. 

1. Honorable. 

(a) Expiration of Service. — Hon disch Aug 9/15, at Ft Jay, N Y, 
per ETS. Character: Excellent. Service honest and faith- 
ful. AWOL May 5 to 9/14 (or no AWOL). Absent fr duty 
Feb 5, 10/15 under GO 45 WD 1914 (or no absence fr duty 
under GO 45 WD 1914). Retained in service to make good 
AWOL (or absence fr duty under GO 45 WD 1914, or for 
convenience of Government). 

(b) By Purchase.— Hon disch Dec 30/15, at Ft Jay, N Y, par 2 
SO 95 E Dept 1915. Character: Excellent. Service honest 
and faithful. AWOL Apr 11 to May 10/15 (or no AWOL). 
Absent fr duty July 6 to 20/15 under GO 45 WD 1914 (or no 
absence fr duty under GO 45 WD 1914). 

(c) By Order— Hon. disch Sept 30/15, at Ft Jay, N Y, par 15 SO 
98 WD 1915. Character: Very good. Service honest and 

faithful. AWOL July 3 to 10/15 (or no AWOL). Absent 
fr duty Aug 12 to 20/15 under GO 45 WD 1914 (or no 
absence fr duty under GO 45 WD 1914). 

(d) On Surgeon's Certificate of Disability. — Hon disch Nov 
30/15, at Ft Jay, N Y, on SCD. Character: Good. Service 
honest and faithful. AWOL July 16 to 20/15 (or no 
AWOL). Absent fr duty Oct 16 to 30/15 under GO 45 WD 
1914 (or no absence fr duty under GO 45 WD 1914). 

2. Discharge, (Sec. 3, Par. 150, A.R.)— Dsich Nov 8/15, at Ft Jay 
N Y, par 4 SO 21 E Dept 1915 (or SCD, or ETS). Character: (That 
which may have been recorded on discharge certificate.) Service 
honest and faithful (or not honest and faithful). Is not recommended 
for re-enlistment (stating the reasons therefor). AWOL Feb 3 to 
10/15 (or no AWOL). Absent fr duty May 11 to 20/15 under GO 
45 WD 1914 (or no absence fr duty under GO 45 WD 1914). 

3. Dishonorable.— Dishon disch Dec 20/15, at Ft Jay, N Y, per 
GCMO 378 E Dept 1915. Service not honest and faithful. Character: 
(That which may have been recorded on discharge certificate.) Serv- 
ice not honest and faithful. AWOL June 3 to 20/15 (or no AWOL). 
Absent fr duty Oct 21 to 30/15 under GO 45 WD 1914 (or no absence 
fr duty under GO 45 WD 1914). 

(a) Dishonorable Discharge Suspended. — Tried by GCM and 
sentenced to be dishonorably discharged, etc., per GCMO 
1812 E Dept 1915. Sentence of dishon disch suspended, h 
conf at '. 

Dropped. 

^t) Apprehended (or surrendered) May 20/14 as Martin Brown, 

who deserted Nov 2/12 fr ; convicted of desertion and fraudulent 

enlistment and sentenced to be dishonorably discharged^ e.tc. CkCMs5^ 
450, E Dept, 1914. Dropped fr records "iv\^ \f\N. 

rb) Appfh^ndtd (or surrendtttd"^ U^^ 1K^|\K ^^ ^l^'^^^^^^ ^ 
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who deserted Nov 2/12 fr ; held to serve out balance of his 

legal enlistment. Par 4 SO 75, WD, 1914. Dropped fr records 
July 1/14. 

(c) Discovered to be a deserted fr the Navy (or Marine Corps) 
Aug 2/14. Dropped fr records Aug 20/14. Letter AGOWD Aug. 
17/14. (Sec par 133, AR.) 

Injuries or Wounds. 

Sick in PH Ft Jay, N Y, Aug S to 11/14 inc. Injured (or wounded) 
on target range Aug 4/14 LD (or not LD). 

Joining, Date Of. (See "Assignment/' "Desertion," "Retnm from 

absence/' and "Transfer.") 

Medal of Honor. 

Awarded Medal of Honor for gallant and meritorious conduct at the 
battle of San Juan, Cuba, July 2/11. GO 40, WD, 1914. 

(Note. — To be noted only orf first roll after receipt of notice of 
award.) 
Return from Absence. (In cases of absence reported on last muster 

roll.) 
Returned fr leave or furlough, or AWOL, or absent, sick, or confine- 
ment, or DS) Aug 25/14. 

Retirement. 
Retired Aug 10/15, at Ft Jay, N Y, par 1 SO 125 WD 1915. 

Sentences. 

(a) Forfeit $5 SC May 5/14. 

(b) Forfeit $10 per mo for 6 mos and to be confined for same period 
fr Aug 2/14. GCMO 420, E Dept, 1914. 

Transfer. 

(a) Transferred as Sgt fr Sgt Co B this Regt July 10/14. RSO 7, 
1914. Joined Sd. 

(b) Transferred as Pvt fr Sgt Co B this Regt Aug 15/14. RSO 40, 
1914. Joined Aug 17/14. 

(c) Transferred to Co A 1st Inf Aug 20/14. Par 1, SO, 150 WD, 
1914. 

(d) Furloughed and transferred to Army Reserve Dec 20/15, under 
GO 11 WD 1913. Character: Excellent. Service honest and faith- 
ful. AWOL May 5 to 9/14 (or no AWOL). Absent fr duty Feb. 
11 to 20/15 under GO 45 WD 1914 (or no absence fr duty under GO 
45 WD 1914). Retained to make good AWOL (or absence fr duty 
under GO 45 WD 1914). 

PAY ROLLS. 

Reference A. R. 1318-1321, 1326, 1329, 1332-1334, 1337. 

Pay Rolls (Q. M. C. Form 366 and 366a) are prepared at the end 

of every month. They contain the names of every man belonging to 

the Company, the date of his enlistment and a notation under the 

heading "Remarks" of anything that affects his "pay status." 

On the odd numbered months of the calendar year when no Muster 
Rolls are prepared the organizations are mustered on the pay roll, 
the same procedure being carried out as indicated in the notes under 
t/re heading Muster Rc>"s. 
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The question of what remarks are to be entered on the Pay Roll 
may be readily determined by the fact as to whether or not the 
remark will affect the pay of the soldier. If it does it should be 
entered. If it does not it should be omitted. This is the final test. 

Muster and Pay Roll Data. 

To the end that all remarks that should be entered on the Muster 
and Pay Rolls be made correctly and that none be omitted, it is 
necessary to have a simple and systematic system for assembling 
this data. The "Muster and Pay Roll Data Card" is probably the 
best that has been devised for the purpose. 

Whenever anything happens that affects the status of the soldier 
a notation of the facts is entered on the card at the time so that the 
task of entering the remarks on the Mui^ter and Pay Rolls consists of 
simply copying the information that has been entered on the cards for 
the period in question. The system works out with a minimum of 
time and labor. 

Instructions for Preparation of Pay Rolls. 
Reference G. O. No. 40 W. D., 1916. 

1. Pay Rolls are not only the guide for immediate payment of 
troops interested, but when filed in the Treasury Department they 
become the record to which reference will thereafter be had in the 
investigation and settlement of claims or questions affecting the pay 
of men whose names are borne thereon, for the period in question. 

2. The Pay Roll consists of assembled Q. M. C. Forms Nos. 366 
and 366a, fastened together along the left margin by sewing or 
stapling machine. 

3. Three copies are made — two for the vouchers of the paying 
officer and one to be retained as a part of the Company Records. 

4. Only one copy of the roll is signed by the men. When the 
roll is made on the typewriter, with carbons, the original is the 
one signed. When payment is made by check none of the rolls are 
signed. Only men who are to receive pay are allowed to sign the 
roll. If for any reason a soldier who has signed the roll does not 
receive his pay the officer witnessing payment draws a line through 
his name and notes on the retained roll "NOT PAID." This fact is 
entered on the "Data Card" immediately after payment so that it may 
not be missed on next month's roll. 

5. Typewritten and carbon copies are permitted, provided a record 
ribbon is used; carbons must be clear and legible. The original goes 
to the paying officer for use as a voucher to his money returns. 

6. Names of enlisted men will be entered on pay rolls in the 
following order: 

1. Non-commissioned officers in the order of grade prescribed 
in A. R. 9. The names in each grade appear in the order of 
the dates of their warrants, i. e., in order of rank. 

2. Buglers, in the order of date of appointment. 

3. Mechanics, in order of date of appointment. 

4. Cooks, in order of date of appointment. 

5. Privates, First Class, alph^LbeVlc-aW^j . 
(5. Privates, alphabeticaWy. 
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7. Men separated from their organization are mustered and paid 
on detachment rolls. Columns should be ruled in the column 
of remarks to show the Company and Organization to which 
they belong. 

8. The use of the word "ditto" or the sign for same (") is pro- 
hibited. Nothing will be entered in the Company under the 
several columns on the right hand page of the roll. These 
are intended for the paying officer. 

9. In the column headed "Remarks" will be entered everything 
that may affect the soldiers' pay and nothing will be entered 
that does not affect it. 

10. When a soldier was last paid, of a different date from that on 
which the organization was last paid, this fact will be entered 
opposite the man's name in the column of remarks as Last 

Paid to by — ■ — . (Note the Company Commander's 

Certificate on the front of the roll as to date of last payment.) 

11. Following the names of all members of the organization are 
entered the names with appropriate remarks of all men who 
have been permanently separated from the service since the 
last "Muster for Pay." These in the following order, and 
in the order in each class as indicated under Par. 6 above: 

1. Discharged. 5. Retired. 

2. Furloughed to the reserve. 6. Deserted. 

3. Transferred. 7. Missing. 

4. Died. 

Model Remarks for Pay Rolls. 
Absence without leave: AWOL July 7 to 11/17 (An absence of 
less than 24 hours is not noted on the pay rolls). 

Sickness not in Line of Duty: Sick, not LD, GO 31/12 and 
45/14 July 13 and 18 inc. 

Allotments: Alot $10 per mo, 12 mos fr Jan 1/17 to Dec 31/17, 
or Alot $10 per mo, 12 mos fr Jan 1/17, Almt disc with June 30/17. 
Letter QMG June 8/17. 
Appointments: Aptd 1st Stg fr Sgt CO 8 Aug 10/17. 

Aptd Corp fr Pvt 1st class RO 141 Sept 4/17. 
Aptd Cook fr Pvt CO 9 Aug 21/17. 
Appointments continued: Disch July 28/17 Wrnt as Sgt contd. 

^ Disch July 28/17 Apt as Cook contd. 

Desertion: Deserted at Piatt Bks July 10/17. Due Sol Clo $2.55 
Deps $25. Due U. S. Ord $3.71. Due PE Piatt Bks $3. Last pd to 
June 30/17 by Capt. Cole. AWOL July 3 to 5/17. 

Foreign Service: Left U. S. for , Dec 4/17. 

Overpayment: Due U. S. 5 da AWOL June 18 to 22/17. Omitted 
from June pay rolls. 

Due United States: Due U. S. Clo $4.73. Due U. S. Ord $1.71. 
Due U. S. Transp. fr Albany to Piatt Bks furnished by Capt Doc 
QM.T/R 2323 July 19/17. 
Reductions: Rd fr 1st Sgt to Sgt CO 12 Sept 18/17. 

Rd fr Cook to Pvt CO 12 Sept 18/17. 
Rd fr Corp to Pvt SC Sept A/\7. 
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Smtences: Forfeit 3 days' pay SC Sept 18/17. 

Confined 3 mos and forfeit 2/3 pay for like period 
GCMO, 340. ED Aug 27/17. 
Transfer: Transf to S9th Inf Aug 4/17 Par 2 SO 189 ED Aug 1/17. 
Last Paid: Last paid to May 31/17 by Capt Dale. 
Pay for Qualification in Marksmanship: ER, Ss, Mm. 



PAY ROLL OF... g gBi»?. ;A!L..-4fi:eiJMMLtry , yhmr ..JEiay.JU£lX. 191 h JNXJ IIMH 191 



A» AMa«T. Ajrp KAVK. 



II 



JLlUUt^J2teriM..a.L. 



. aoppcr BKRGBAn 

3 Iffiftal^^ Pwaill Jji 

■ fi iMflj f>fMimB.P.t 



OORPORAIS 






9 



Ift iMfdj H^TMn f 

is 



nmns iit.oi. 




16 

„ " nmsa 



!1 

19 



••«**»Jw»«*s ■•«■•*••■ 



21 



23 



.iT)BUi....I/l'L 



_4- 



PftJUL.tfi..JII»J..4JI./17.Jftl...Qwt9.QgLU^ 



10/17. 



.S^^.Mll. 



f roB •Bl 



.JttBli...2JS/l& 



J.. 



.DllLt„aa/JLLJL 



.Jul]r...^l& 



.jMi.L.ia/14. 



JUM.IS/IS. 



.J.. 



Juto-i/ii. ..a 



JUjot $ia .ptr.Bo . fr Jaii.l/l7.iA2si.jdUflfiAU. 
with JvBk IO/l7«Utt«r QW JvM 15/17 



Jtorltlt ■ VS.. j& r>JbdJL.pay..p.tr. j»..lttc.jajwttiuBO. 

J^7 SS/17. Dm FI Platt.Bki.«R.T.«$5 



Jt»M.£boJL.iZL.£it.J^.A/Jl.jQQ.aa.J^.a/ai 



JBiaMftAJJ>jaa.ll/ia.and>.4a/lMaly 7 to 11» 

17 IBO. 8bO JUI7 1 to Sl/17«86 Uj% vorktd 
J. holld«y.jad.jt.Buad>3r« 



rmdtrtd at rt.Portor^R.T.^Julj 8S/17. Tri«d« 
,tejnd. guilty al ilQL oaly and Mntd .to 

forfoit 8/S of hii pay pir bo for S aoi* 
JBCMCmQ.JaJ>qLt^tl7, ftM PBl t 7>01 trans 

Baffalo«R«7«,to PlAttiburs^R.T.^OMi of rmt* 
,lMBLt..<LIiLfiQ..tMniitl»4..1>y..giiatAlhTm QUI t%x 

Portor.R.T.^ T/B I»; 4S78 J^y 8S/17. Sot 
PX2tJorUr^H.I._K^ 

Ay.Aiia.. fr o a tnl »....Dm.. D Bx $5 ■ ■ IR ^o r I h y 
1917 OB Tou.lD 185 of Oapt.Ilushti«QMB« for 
JkjlXl ^^ 



■>•>■■■■■■■■■ 



84 



Company Administration 



AMD AaRNT, AND lANK. 



wuRK numn. 



I 



umakk: 



1 ..was. 

2 DI8CHAR(S:D 



SER(SAHT 
..<..JltklZUI^..ThCJEM..Ja 



July..X£/lt'.l. 



"■ CORPORAL 



.7 .TBAHglCTJtED 

^ CORPORAL 

A..BiAflrQJt.t4..Q)»r;i«ii..Ff. 



.J»aj..i5/W. 



10 



.KET.I?^]'? 

iit.'REii'CffiAHT" 

M...OrlXf.ith«..Bitrry Xi. 



.A)«.t;ic/;.e. 



12 



.0a.l«Ds/l4..llQ 



■ i ^ W^» 



ifenpi!A)}X3r..4iffi))M:sft4..iniXi..A4/;i.7...Q.<^.._. 



*.i|o»)jxr.4A.tfih«r«.4..Wr..»Mjw 



..:i. 



■ y »**"^«»"w ^ » 



X 



TrantfTr»d to Oo »y 18th, Ittfty.. Jul y 8l/XT 
Par 11 8C ibi ID 1917 



.R«tir#.4. JmIi.. j5/X.7..J?iw:.t.?....fiP ..W. f »:..i«.T..». 



i3;,^,.,: JS^ER^Ep. 



PRIVATE 



..•??tt«..l/.16. 



OiMrt«.d . at .PlaU*Blrf . ^V.T*^ Mr .^/^7.!J^. 



15 



16> ISOPPXD 



Sols Clo.i2.55« Z)tpf*$25* Dut UBt BOthlBC 



PRIVATE 



..J|tt.».2.3/l7 



18 



19 

• •••< 

20 



Droppodfr repordf. Mj..2.P/.y^^ 
July 17/17 



22 



23 

24. 

25 



a*, •...■■■■i 



— - • — . !.- 






WAR I>EPARTM«NT. 

AppTMcd by tb« (kmiptraUir of (lie 
Tntmry Fwravy M, 1914. 



Company AdminUtration 



(Mum!) (Dbu.) 

I «nfirr Itet thureuli mkd* oat utvqiiirtd by Army JUkuI*- 
ttoai, iBd thkt tbf Mtel« oppoilto web babm an coirect tnd ifiut. 
Mwoipi m ethwwlM itatod ia "lUmubi," web buui wbow bum 

•»«■ « tkb pi^r NO WW hM pdd to .JCiaMLilQ^lSXZ., m 

tgr jtatAyJU^flftl^QMS* , QM, V8A. 

.IktluHZLLlBSL..^ 



191 




^fttolUMW 

(Iiftla.) 

Ib>^thtoa»yMtow<ltbiaoi|Miiiatton, and find 
•hMBt M* Meoontod for on tbk toll m nqnind by 



jsoBTjamjeL 



iM«MtM#M4 JiMlrrM OAmi 



I oBBrarr tbat I witawnd tb« psypMBt of tUi nil and thot prioi 
to tho ilgDiiig of tbb etrtlflctu web bub neolvod tbo umiib« mi 
oppodto nil BMDO, witb tbo exception of tbow bmb morked "No 



Hon.— TIUi OMtlflnU to b« ■Inad aal/ on tk* oopy 
MgnMum ol tiM ami tor p»rB*Bt in OMta. 



ofttepayfril 



I ctKttrr tbat tbia ruU is a true copy of tbo fdl upon wblcb pay 
BMOt, witiMMPd by me, waa ma<lc, cxceptiB|t aa to tbo aifDatOf* 
in tbo recoipt coluDm and tbo certificato aa to witaoarinc tba paymon 

tbONOft 



Ctnmamtitt OrtnUmUm, 



Nan.— Thb Mrtttokt* to b* aliMd M!r on th* copy of tba rail aot iwilotod, mm 
vhkb ODBiUtQiM tiic quMtotBUMr^ rtulMd Touebw. 



CHAPTER XL 

DEPOSITS. 

Reference A. R. 1361 to 1369. 

Method of Making Deposits. 

When Private Morton signs the Pay Roll at the end of the month 
he should notify the Company Clerk that he desires to make a deposit 
on pay day. The Company Clerk makes note of this and prior to 
the date set for payment of the Company makes out a deposit receipt 
in Private Morton's deposit book, which is kept on file in the com- 
pany orderly room. (See form for "Deposit Receipt.") 

On pay day after the Company has been paid Private Morton turns 
over to the Quartermaster making the payment, the amount he de- 
sires to deposit. The Company Commander presents the deposit 
book to the Quartermaster, who signs same as having received the 
money for deposit. The Company Commander attests the deposit 
receipt in the lower left hand corner. 

As soon as practicable after payment the Company Clerk makes 
out a report of "Soldiers' Deposits" (Q. M. C. Form No. 8a), which 
includes the names, rank, organization and amount of deposit of all 
men who made deposits on this particular day with the Quartermaster, 
^ho made the payment. (Sec blank Soldiers' Deposits.) After ex- 
amining this list and comparing it with the deposit receipt in the 
soldier's deposit book the Company Commander signs the report and 
it is mailed direct to the Quartermaster General of the Army, Wash- 
ington, D. C. 

To complete the record the deposit is entered on Private Morton's 
"Service Record," page 8. 

When deposits are made at other times the same procedure governs. 

See "Final Statements." Reference A. R. 140. 
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Form for letter to Quartermaster General oa tranaiac Qj: daaartion 
of a soldier who has made a deposit. (Reference A. R. Sec. 3, Par. 
1361.) 

Piatt Barracks, N. Y. 
September 20, 1P17. 
From: Commanding Officer, Co. "A," 40th Infantry. 
To: Quartermaster General, U. S. Army. 

Subject: Deposits, Transfer. 

1. Private Charles J. Morton, Co. "A," 40th Infty., has this day 
been transferred to the Quartermaster Corps as private. 

2. This soldier has the following deposit: 

August 5, 1917. Capt. Wm. R. Cole, Q. M. Corps.. $25.00 

WM. L. HILLARD, 
Captain 40th Infantry. 
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Augutt 5^ 1917 , /^/ 

Received thu a^ of privatff chwriti j>>bnoa - 
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CHAPTER XII. 

ALLOTMENTS. 

Reference A. R. 1347 to 1360. 
When an enlisted man on distant duty desires to make an allot- 
ment of his pay for the support of his family or relatives, or for his 
own savings, he makes application at the orderly room, giving the 
following information: 

1. Name and address of the person or bank to whom the allotment 
is to be made. 

2. The amount of the allotment per month. 

3. The number of months for which the allotment is to run. 

4. The month on which the allotment is to begin. 

5. Name and rank of allotter. 

The Company Clerk makes out an allotment form (Q. M. C. Form 
No. 38) in duplicate, which the soldier signs, and which is certified to 
by the Company Commander. The original is forwarded direct to 
the Quartermaster General of the Army, and the duplicate is retained 
in the allotment blank book as a permanent record of the transac- 
tion. 

When a soldier desires to discontinue his allotment before the ex- 
piration of the period for which it was made, a blank form (Q. M. C. 
Form No. 39) is made out in the orderly room, signed by the Com- 
pany Commander and forwarded direct to the Quartermaster General 
of the Army (A. R. 1351). 

Payments to allottees is made by Quartermasters designated by the 
Quartermaster General of the Army. 

Should an erroneous payment be made to an allotter, on account 
of the officer responsible for same failing to comply with the regu- 
lations, the amount will be charged against such officer and he will 
be required to make refund to the Government from his private funds. 

Instructions for Soldiers' Allotments. 

A soldier can not allot to himself. 

The collection of a debt through the allotment system is contrary 
to the intention of the law. 

For the purpose of savings enlisted men should be encouraged to 
accept the soldiers' Deposit System of the Army instead of allotting 
to banks. 

On transfer, a soldier's descriptive list should show his allotment 
and to what time collection of allotment has been made from his pay. 

Final statements should show the condition of a soldier's allotment, 
if he has one, giving the time for which same has been collected, 
including month for which last collection was made. 

When practicable, allotments should commence with the first day 
of the month, and if discontinued prior to expiration should end with 
the last day of the month, in order to avoid confusion of accounts 
or delay in payment of last installment. But should an allotment 
for any reason be made to commence or terminate with an interme- 
diate day of a month only a pro rata amount of the allotment will be 
deducted from the soldier's pay and paid the allottee for such month 
or months. 
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Allotments can not be made for a period extending beyond the 
period of the enlistment of the soldier. 

Notice of death, desertion, or discharge of an allottcr should be 
made promptly to the Quartermaster General, in order to stop pay- 
ment beyond the time of leaving the service. 

Allotters should inform their allottee that allotments are not payable 
until expiration of one month after the allotments accrue. 
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CHAPTER Xin. 

THE COMPANY RETURN. 
Reference A. R. 811. 

On the first day of each month a Company Return (A. G. O. I'oriii 
No. 30), which shows the condition of the organization at midnight 
on the last day of the preceding month, is submitted to regimental 
headquarters. 

This return shows status of the commissioned personnel by num- 
ber and name and that of the enlisted personnel by number only; 
all changes since the rendition of the previous return and a "Record 
of Events," that is, a brief statement of the duties and services per- 
formed by Company during the month covered by the return. 

The returns of all the Companies of the Regiment are consolidated 
into a Regimental Return which is forwarded to the Adjutant General 
of the Army. 
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THE FIELD RETURN. 
Reference A. R. 812. 

Whenever an organization leaves a station, joins again after an ab- 
sence, sails from a port of embarkation, or arrives at a port of desti- 
nation, a Field Return (A. G. O. Form 26) is submitted to the imme- 
diate superior of the Officer commanding the organization. A copy 
of this return is immediately forwarded direct to the Adjutant Gen- 
eral of the Army. 

In campaign the Field Return blank is used for any return of the 
O/yanizalion which may be required by higher authority. 
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CASUALTY RETURN. 

Reference A. R. 818. 

Immediately after any engagement where casualties have occurred 

the Commanding Officer of each organization that participated therein 

is required to prepare a return of casualties (A. G. O. Form 149). 

This return will be made in triplicate, after the close of each action, 
by the commander of a post, detachment, independent Company, 
Regiment, District or Brigade, and will account for all casualties 
by ttame and Rgutt; 
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The Commander of a Division, Corps, Army, or Department will 
consolidate these returns, in figures only, adding to such consolida- 
tion the casualties, by name and figures, of the staff, or detachment, 
at his headquarters. 

One copy of this return will be forwarded by the officer making 
it to his immediate superior commander, one copy will be sent by 
mail directly to the Adjutant General of the Army, and one copy 
will be retained for file with the records of the post or organization. 



RETURN of Casualties in ooivaar "a" 4oth.ini«&tr7 in action 



NO. 



VAun. 

M liK kH.) 



RANK. 00. 



(OriMlMliM ) 



REGIMKNT OR 
CORPS. 



NATURE 01(1 



NATURE OF CASUALTY 



(WbMkw kllM, inMii^H, M irtlMrwl** 

iQjOlol, or Bt*>lll| ) 



81.IOIIT O* 
Kkvkri. 

(Kor wimndMl »r 
Injurtd oal;.) 



I Aittea« l4iMr4 M* 

S BiatoBj Q«ors» A« 

S AA4trtOA«]lob«rt' 

4 Wyokoff^ I4«ia« 



Oorpl* A 

8«r(i« A 

Pnrt. A 

?rvt« A 



40th«Infty. 
40th.Tnlt7. 
iOth.ZnIty. 
40th.TBfty. 



Killed 
founded 
founded 
founded 



Severe 
Slight 
Slight 



Station, .8o>»».?h»«'e in rranoe. 
DaU, P?!'****"^ ^.\»}?^l 



at 



SoMwhert in nranoe 



on 



OieeKter Sl«1917 t 191 



WOUND OR OTHER INJtJRY 



ACTION OR ENQAQEMEMT. 



LOCATION. 



Right Lung 
Right ihDttld^r 
Uft Ug 



Mnuui OR 
WaAFow. 



Stell 
mii^WBt 

BiOltt 
OrtBod* 



•M BlM*!. lb«M (ohiMM «tU b* MM !•( clkMnrtH, Um wlnr •< *• {Sm 
>i4fct»lBtt«ipMwpwT « t<rttt»Hy<H>liifcwlw«b»iie<i M .) 



Placb. 

SoMwhere ia rtaaee 



Datb. 

Die. S0«1917 
do 

Oio. Sl«1917 

do 



REMARKS. 



,. ., 191 



fto.URILLARO 
biif tioa 4ci^^ 



C^PWwfrWP^WPV^P« • 



CHAPTER XIV. 
MILITARY CORRESPONDENCE. 
Reference A. R. 775 to 790. 
Company Commanders and Company Clerks should familiarize 
themselves with the contents of the paragraphs of the regulations re- 
ferred to above. 

Form for O^cial Letter. 
File No. 1. Company "A," 40th. Infantry, 

Piatt. Barracks, N. Y., 
July 21, 1917. 
From: Commanding Officer, Co. "A," 40th. Infty. 
To: Commanding Officer, 40th Infantry. 

Subject: Appointment of Non-commissioned Officers. 

1. It is recommended that the following appointments of non- 
commissioned officers be made in this company: 
To be Sergeant: 

Corporal Alexander W. Houston, vice Wilson discharged 
To be Corporal: 

Private, First Class, Lake Mason, vice Houston appointed 
sergeant. 

WM. L. WILLARD, 
Captain 40th. Infantry. 
Form for Indorsement. 
Co. "A," 40th. Inf. Piatt. Parracks, N. Y., July 10, 1917. To the 
Commanding Office, Piatt. Barracks. 
1. Subject matter of indorsement. 

WM. L. HILLARD, 
Captain 40th. Infantry. 
Company Orders. 

Company "A," 40th. Infantry, 
Piatt. Barracks, N. Y., 
August 2, 1917. 
Orders: 
No. 4 

1. Private Charles J. Morton is appointed Private First Class. 

2. Mechanic James Wilson is relieved and returned to duty as 
private. 

3. Private Jack Nye is appointed Mechanic, vice Wilson, relieved. 

4. Private, First Class, William Smith, is appointed Cook, vice 
Houch relieved. 

5. Private Jim West is appointed bugler, to fill vacancy. 

WM. L. HILLARD, 
Captain 40th. Infantry. 
Correspondence Book and Document File. 
The Company keeps a record of its correspondence in what is 
known as the Correspondence Book, mipplemented by the Document 

File. 

The Correspondence Book is simply a blank book, having the first 
few pages devoted to an index. 

96 
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The Document File is made up of copies of original communica- 
tions written, or communications received, which are required to be 
retained as a part of the records of the organization. 

Rules for Entries in the Correspondence Book. 

1. The serial number of the item is entered. 

2. The date of the communication or indorsement. 

3. The date of receipt. 

4. The name of the writer or his ofHcial designation. 

5. A brief synopsis of the subject matter of the communication. 

6. Notation of Inclosures with brief description of them in extraor- 
dinarily important cases. 

7. The action taken on the communication. 

8. Disposition of communication. 

Example : 
467. (1) July 10, 1917. (2) 

Reed. July 11, 1917 (3) C. O., Piatt. Barracks, N. Y. (4) 
Application of Sergeant Elwood Hughes, Co. B, 23rd. Inf for transfer 
to Company as Private. (5) 2-Incls. Certificates of Discharge from 
previous enlistments. (6) Approved. (7) To C. O., Flatt. Bks., July 
12, 17. (8) 

Note: Numbers in parentheses refer to paragraphs in the rules 
above. 
Indexing the above communication we would have: Under H, 
Hughes, Elwood— 467. Under T, Transfer— 467. 

General Rules. 

1. Where a complete copy of a communication is available for 
insertion in the Document File, it is not necessary to make an ex- 
tensive entry in the Correspondence Book, only a simple notation. 

468 Doc. 

This indicates that communication 468 is complete in itself in the 
document file. The subject matter should, however, be completely 
indexed and cross indexed in the correspondence book. 

2. The serial numbers in the Document File will not be complete 
with respect to those in the Correspondence Book, for there are- 
many communications that are sent out and received which are not in- 
serted in the file. 

For example — Muster Rolls arc forwarded. Mere notation of same 
is entered in the Correspondence Book. 
As: 

469. Aug. 2, '17. 

Mustr Rolls forwarded through mustering officer. 

470 Aug. 10, '17. 

Service record Pvt. Joseph Smith, forwarded to Q. M. Fort 

Jay, N. Y. 

3. Each entry in the Correspondence Book should be indexed under 
its subject matter, the name of the writer and names of other persons 
appearing in ♦*»• ^'^"itwMnication. When a name has been once en- 
tered in * ' not be repeated. Subsequent corre- 

^ntered opposite it. 
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Pdr Esttfmpl6: 

Hughes, Elwood 467, 524, S3S, 
Muster Rolls 469, 497, 524, 

4. Leave a space of at least three lines below each entry in the 
Correspondence Book for use in making further notations regarding 
the subject should it become necessary. 

5. When, for any reason, a communication is withdrawn from the 
Document File, a slip bearing a notation of such fact and the dispo- 
sition that was made of the paper should be inserted in its stead. 

Note: — A few minutes consumed in a careful study of A. R. 775 to 
790 will save much correspondence and paper work. Insist on your 
Company Clerk being familiar with all of these regulations. 
Instructions for Use of Correspondence Book. 

(a) In the correspondence book will be entered with ink or in- 
delible pencil, a brief of each item of correspondence in respect to 
which a record is necessary and a notation of the action taken 
thereon. Each item will be numbered from one forward continuous- 
ly and without break for any new year. No communication exhibit- 
ing the notation of a previous entry should be again entered in the 
same correspondence book, unless, for special reasons, it should be- 
come necessary or desirable to transfer a remote entry to one of 
current date, or unless additional space should be required to con- 
tinue the record. A space of at least three lines will be left below 
each original entry for use in continuing the record. 

(b) Each item will be indexed under its subject, and when neces- 
sary under the name of the writer of the communication and the 
names of persons mentioned therein. 

(c) The index entries will bear numbers corresponding to those 
of the items. Where many communications are received from the 
same official, the name of the writer need not be indexed if it be 
found that the index of the jiuhject of such communication answers 
all prncticnl purposes. 

(d) The correspondence hook will he supplemented by a "Docu- 
ment File.** The papers of that file will be numbered to correspond 
with the nutnhers of the items and of the index entries and will be 
filed According to their serial numbers. The file will contain the 
original documents or communications when these are retained, and 
carbon, letterpress, or other legible copies of all letters, indorse- 
ments, or telegrams sent with regard to the same. The file will also 
contain similar copies of all letters, indorsements, or telegrams 
originating in the administrative unit or office. When more than one 
paper pertaining to the same item is placed on the file, the papers 
will be placed in an envelope, if practicable, and the number of the 
item will be noted thereon. Papers differently numbered, but on a 
related matter, may also be kept together when desired, but if so 
kept, a reference slip must be inserted to account for the paper 
absent from its serial place. 

(e) No record will be made beyond the mere notation of the fact 
of origin or receipt and disposition in respect to the following: 

], All papers not pertaining to the business of th^ office ?t w|>jcb 
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received; euek papers should be transmitted forthwitk to the proper 
place for action. 

2. Accounts current; vouchers, returns of personnel and of stores 
and other property; inventory and inspection reports; requisitions; 
muster and pay rolls. 

3. Mere letters of transmittal; such letters when received will be 
destroyed forthwith. 

4. Requests for and acknowledgment of receipt of publications 
and blanks. 

5. All other communications that have no permanent value and 
that are finally disposed of by answers thereto. 

(f) The serial numbers in the "Document File" will consequently 
not be complete, but whenever a paper is filed therein the abbrevi- 
ation "Doc." will be placed after the proper entry in the corres- 
pondence book in order to indicate that the paper itself, as well as 
any record pertaining to it. will be found in the "Documsnt File" 

CHAPTER XV. 

FURLOUGH. 

A Furlough is a permit in writing granting a soldier authority to 
be absent from his Command for a specified period of time, with 
authority to go to a definite place, both being cited therein. 

Reference: A. R. 106 to 113, 1233, 1236 to 1238. 

Procedure to Obtain Furlough. 

Private Morton makes verbal application to the Company Com- 
mander for the furlough, stating: 

1. Day he desires to leave (August 12, 1917). 

2. Number of days furlough (10 days). 

3. Place to which he desires to go (Newark, N. J.). 

If the Company Commander approves, he directs the Company 
Clerk to make out a furlough for Private Morton (Form No. 66, 
A. G. O.). The furlough is made out. Private Morton is called in 
and requested to affix his signature at place marked (Signature of 
soldier) on page 2. The Company Commander signs the memoran- 
dum as indicated on page 2. The furlough is then sent to the Camp, 
Regimental, Post or other Commander (Par. 106-108, A. R.), with 
the following memorandum attached: 

Memorandum: 

Furlough: Private Morton. 

1. No previous furlough. 

2. Number of men on furlough 1. 

3. Strength of Company 150. 

4. Serving 2nd Enlistment Period. Date enlistment, July 7, 1917. 

5. Soldier has sufficient funds to defray expenses. 

WM. L. HILLARD, 

Captain 40th Infty. ; 

^'Ylc^r. if he approves the furlough, signs it at 
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the bottom of page 1 and it is returned to the Company orderly 
room for delivery to the soldier. 

Private Morton goes on furlough. He returns on the date of 
expiration of same. He turns in his furlough at the orderly room, 
where the Company Clerk makes the entries as indicated on page 3 
(A. R. 1233). 

Private Morton takes the furlough thus completed to a Quarter- 
master, who will pay him "Commutation of rations" for the period of 
his furlough, that is, he is paid in cash the money value of the ration 
during the time that he was absent by authority. (Reference: A. R. 
1236-1238). 

Entry of furlough is made on page 4 of the Service Record. 



FURLOUGIH 



TO ALL WHOM IT MAY CONCERN: 

Be it known, Tliai in pursuance of authority in 
me vested by...JPMr.ffjlQ6.AjJl« 

(Giv« htlj fiiwMiii 10 oRtan or otbor autlMrtty.) 

a FUHLOUGH ia hereby granted to 

(SuraaiiM.) (ChrMloB bmm.) 

a ...Krixntfi Ctoqpja; ."A"...40UbbtIafjtTt... 
(Or*<l•.) (C«npuiyaiidn«liiMfltflreor|Mor<UpartaMiil.) 

♦for the period from ....A\«H9.1.)»?. , 191 7 , 

tXSXXXlBIIXIKXIUnKXlKZXUDCIUGlIIXSlUi 
to AuSUfl.iil , 191 7 , both days in- 
clusive, %rith permiMion to visit. JtoMUrJk^lojlA. 

The clofte of the last day of this furlough must 

find him with his PQIPJIWI 

at PX*tt.»Bki» A?.iT*..., or wherever it may then be 
for at 



( H«f »aHf UMBO 0/ port Wf t hoow port «l tmhorkU Ion ) 

Station: ...?A*n.i>lWJ9»rJiMMjll«T.« 

Date: lMgtt».t..W>WW 

HEIRT MIIERS 



Commanding Pott. 

•Striko oat tbh Um In omo of tarlemh (rwtod to • mUIv mttIm Ib Porto 
- ■ - -- " - - - '•odiTAIi 



Rlre, PUMflu CuaX Zooo, HmtoII, Ooom, tbo PbUlpptoo bhadiirAlaaka, or 
kt oor itotioo iMyond lb* coailaoatol ItaniU of tlM U nilod SUUo. Tbo flirloucb 
ib tarii ntM Ukw offoct on tiM doto tbo loldiv rMrboo tbo UnJtod Sutw, wbirb 
11*0" - • -" ■- 



MIMOBANDUM. 

Pay and rations.— Tlus soldier was last paid to 

include ...^V^X.JVA 19l7 ; included on 

ration return to AvgUf.tJ.Q^: /19l7 ; 

actually rationed to include AHCMt.JlX 19l7 ; 

the ....% rations overdrawn to be deducted from 

ration return of .aBHpyA*A"..iOtJliJlnf*Rte'I 

for the period fxom A««»i^..21 , loiT, 

to Auittft. n. , 191 7 

Description of Soldier. 

Ago, ...lA ; height, ....9. feet. ..9 inches; 

complexion, ...Rv4d7. ; eyes, ftWf..l!9.t^.; 

hair, ..JIfftDl 

Signature of soldier: QH4RUI19..^.t>IQR.T<>9. 

.•■•l.KI'ItMU) 

..,..Qw.tft>»..4.ftl)l?M«a.trT. 

( Oi> M lt l wB or dOtO OH lB Ml t ) 

CBBTinCAn or TlANSrOBT QUABTB1|M1STBB OB 
AOBNT, OB or tATTAIN OB FUBSBB Or COMMBB- 
CIAL LIlfBB. 

I certify that subsistence was furnished the above- 
named man from , 191 , 

to , 191 (both dates inclusive), 

on 

which arrived at 

on , 191 



• . . * <irflAo ihoum In ibo cortiScoto of tisniport 
'V' * tairllioouitboooltawUnotvpUooblo. 

• , ' ^ai(* No. M, A. O. 0. 

* . M Doe. t«-i*-ioo;oaa 



*— lai 
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Auiu»t.2a*15lW. , 191 _ 

Hie above-named soldier * reported for duty, as 
required by this furlough, on the.>....^l9.tA.... day of 

....:A?MW».t , 191 T,*wa8 discharged per 

Special Orders, No , Hq 

191 , on the day of , 191 , 

and will be bchded on ration return from and 
inchiding f AugniLtt , 191 T 

The rations reported at overdrawn were duly 
deducted from the ration return referred to. 

,..*|.Ia?IIJM.««». 

...0*lt*l»..4.Q3^)»f.X»fjwtrx 

^Ckmmandin^ ....QRI9lA?ii!'...401h«Inf.tx.-. 

(OffUlMtiOB ordatMkBMt.) 



Oonunut&tion of rations paid by Check No , 

jn 

in favor of ,' or order. 

dated ,,191 . Am't,$ 



., QuarUrmtukr. 



Dot ftppllMbU. 



•SMw ool alMM Dot ftppU 



_ lac OMB hf • pvt of • Qtif OBIT AonM 

jiwiftiiiiililwmliiiil b7 dhidlBi lb* loUl mmbmUmi^lor^ibti b* 1. 
.StohiMtlMqiMtfaatteUMMWwtwhntooanbtf. A iWtliiliM ti%etm it 
I fwwM IDW M diir«ttfd«4, wb«r«M | rvnuliilBC wmM OMat M » ntlon. 



I p« d«r— ItnaklMt, dlBMr, 

tkM t* b« flTM u or|Bolati«B tar HMwat OM 



•—Ml 



CHAPTER XVI. 

CHARQB8 AGAINST ENLISTED MEN. 

Reference: 922 to 943 and Manual for Courts Martial. 
When a soldier commits an offense for which he is liable to trial by 
Court Martial, the officer cognizant of the fact "Prefers Charges" 
against him on the blank form (A. G, O., Form 594) provided for 
the purpose, in accordance with the instructions laid down in the 
Manual for Courts Martial and the instructions printed on the back 
of the form. 

These charges correspond to an indictment before a Criminal 
Court in civil practice, while the specification is not required to be so 
technical as in the courts of civil life, nevertheless, great care should 
be taken to so word them that they fully describe the offense. In 
the Manual for Courts Martial will be found forms for specifications 
that cover practically every offense that the soldier may commit 
which would subject him to trial by a Court Martial. These forms 
should be adhered to by all officers who prefer charges. 

OHARQE eHCCT. dumber 



(la Mmaary court fMior4.> 



PUlli. JkirsAki^UIii..., ...jAilriO^ISIZ... I9 

*»«P - .»r*ftlt.i5A . ~..jPrij»ts....flwwig»j..?A"..4ftt**.toJt»iito 

(SiuaMw.) (OttMlMBMM.) <B«ikudorgHUHtln.) 

Dato current eDlitimeni, .Ot0ftld»r..ia — , 1911.; Rat« of pay, f JS ; No. pr«TiOus conviclioiM, XOM. 

PrcTiousserTioc,I..Iirj.t..flP)IBX,«fl?.Jj»4fJ»iJfey.t^Ig!fjtX/il..tff..ftll^^ 

(Olv* detail WM «kMMUr gtVW M Mflh dlMtoit.) 



Date of— Arrest, JWIX..9. , lOXl. Place where aoensed UCnow in arreai (or confinement), 

Confinement, _ „ , 19 nftltAfiKDCMklaXtTA 

Witneaeoe: 






Chaise I : Violation of the _ il«t^ Article of War. 

Specification 1 : in that Prlvat* frmk C.Jomi^ Ooqpaaj "A" 40th. la fan try, did »t 

PUttthurg BarrAoka^l.T.^wlthout proper ItATt^ahMnt hisMlf from hla eoMtay from 
•bout 13.80 P.M.,July 4,1917 to About 8.80 A.M.,July 9,1917. 

Chargt II : VioUtioa of th« 96th.Artiela of far. 

Spoelfieatioa 1 i la that Prirato Tmk 0*Joii«a,Ooqp«ay "A* 40th. Infantry, did at 
Plattiburg Barraoks,I.T.,on July 9,1917 through «ar«lt«8BaM,ditehargf a ••rrioo 

rifla in thi eantooMnt. 



fB«L.lCILLARO 
Captain 40th. Infantry 
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Initructions. 

1. Submission of Charges— All charges for trial by court martial 
will be prepared in triplicate, using the prescribed charge sheet as a 
first sheet and using such additional sheets of ordinary paper as are 
required. They will be accompanied: 

(a) Except when trial is to be held by summary court, by a brief 
statement of the substance of all material testimony expected from 
each material witness, both those for the prosecution and those for 
the defense, together with all available and necessary information as 
to any other actual or probable testimony or evidence in the case; and 

(b) In the case of a soldier, by properly authenticated evidence of 
convictions, if any, of an offense or offenses committed by him 
during his current enlistment and within one year next preceding the 
date of the alleged commission by him of any offenses set forth in 
the charges. 

They will be forwarded by the officer preferring them to the officer 
immediately exercising summary court martial jurisdiction over the 
Command to which the accused belongs, and will by him and by 
each superior commander into whose hands they may come either 
be referred to a court martial within his jurisdiction for trial, for- 
warded to the next superior authority exercising court martial juris- 
diction over the command to which the accused belongs or pertains, 
or otherwise disposed of as circumstances may appear to require. 
'(M. C. M., par. 75.) 

2. Investigation of Charges.— If the officer immediately exercising 
summary court martial jurisdiction over the Command to which the 
accused belongs or pertains decides to forward the charges to su- 
perior authority, he will, before so doing, either carefully investigate 
them himself or will cause an officer other than the officer preferring 
the charges to investigate them carefully and to report to him, 
orally or otherwise, the result of such investigation. The officer in* 
vestigating the charges will afford to the accused an opportunity to 
make any statement, offer any evidence, or present any matter in 
extenuation that he may desire to have considered in connection 
with the accusations against him. If the accused desires to submit 
nothing, the indorsement will so state. In his indorsement forward- 
ing the charges to superior authority the Commanding Officer will 
include: 

(a) The name of the officer who investigated the charges; 

(b) The opinion of both such officer and himself as to whether 
the several charges can be sustained; 

(c) The substance of such material statement, if any, as the 
accused may have voluntarily made in connection with the case dur- 
ing the investigation thereof; 

(d) A summary of the extenuating circumstances, if any, con- 
nected with the case; 

(e) His recommendation of action to be taken. (M. C. M., par. 

76.) 
Sr ^ '"Hiet of Cliargea^(a) When trial is to be 

"Harget will ^ -^^^Uted as the reeord of 
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court record for the Company or other Commander, and the other 
copy will, with the least practicable delay after action has been taken 
on the sentence, be completed and transmitted as the required report 
of trial to the officer exercising general court martial jurisdiction 
over the Command, there to be filed in the office of the Judge Advo- 
cate for a period of two years, at the end of which time it may be 
destroyed; 

(b) When trial is to be had by special or general court martial, 
the charges and one copy thereof will be referred to the Trial Judge 
Advocate, the copy to be furnished by him to the accused or his 
counsel, and the other copy will be used for record purposes in the 
office of the officer appointing the trial court, the top fold of this copy 
of this charge sheet, in case of trial by general court martial, being 
detached at the proper time and forwarded with the record of trial to 
the Judge Judge Advocate General of the Army. (M. C. M., par 79.) 

4. Disposition of Evidence of Previous Convictions — (a) The 
evidence of a previous conviction referred to a summary court or to 
the Judge Advocate of a special court will, after trial, be returned 
by him to the appointing authority and will, after action by the latter 
on the case, be returned to the Company or Detachment to which 
it pertains; 

(b) The evidence of a previous conviction referred to the Judge 
Advocate of a general court martial will, if a Company record, after 
trial be returned by him direct to the Company or Detachment to 
which it pertains, and a certified copy thereof will be attached to the 
record of trial. (M. C. M., par. 306.) 

NOTE. — This form supersedes the blank form for record of trial 
by summary court (Form No. 99, A. G. O.), the blank form for repoit 
of trial by summary court (Form No. 59, A. G. O.), and the blank 
form for statement of service (Form No. 15, A. G. O.), 

FORMS FOR CHARGES AND SPECIFICATIONS. 

Instructions. 

The forms for charges and specifications set forth below consti- 
tute a general guide for use in the drafting of charges and specih- 
cations under the several articles of war, not only for offenses speci- 
fically provided for in the forms, but also for like offenses not 
specifically mentioned therein. In preparing charges the following 
general rules should be observed: 

(a) When there is more than one charge the charges will be 
numbered, using the Roman numerals, viz, I, II, etc. 

(b) When there is more than one specification under a charge the 
specifications under that charge will be numbered, using the Arabic 
numerals, viz, 1, 2, etc. 

(c) The form provided for the charge will not in any case be 
abbreviated, added to, or deviated from. 

(d) The several forms provided for specifications will be added 
to or deviated from when circumstances require such addition or 
deviation, and in charging minor offenses with a view to trial by 
summary court they may in proper cases be abbreviated. 

(e) The words inclosed in parantheses or brackets, or both, in 
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the forms for specifications may or may not be used, as circum- 
stances require. 

(f) The blanks inclosed in parentheses in the forms of speci- 
fications indicate that a proper substitute may be used. 

(g) The name of the accused as entered in the specification 
should, except in a case in which the jurisdiction of the court over 
the person is not dependent upon his being a person subject to 
military law (e. g. see A. W., 81 and 82), be accompanied by such 
descriptive language as will show that he is a person subject to 
military law and therefore subject to the jurisdiction of the court, 

as "Pvt. John Doe, Company , Infantry"; "Pvt. John 

Doe, , , United States Marine Corps, detached for ser- 
vice with the Army, by order of the President"; '*John Doe, a retainer 
to the camp"; "Jobn Doe, a person accompanying the Army of the 
United States without the territorial jurisdiction of the United 
States"; "Jo^^ Doe, a person serving with the Army of the United 
States in the field"; "John Doe, a general prisoner"; "John Doe, a 
person under a sentence adjudged by a court martial." 

(h) The place and date of the commission of the alleged offense 
will ordinarily be stated in the body of the specification and not in 
a separate line at the end thereof. 

(i) The words "officer preferring charge," or words of similar 
import, will not be used in connection with the signature of the 
officer who subscribes the charges. 

CHARGE: Violation of the 54th Article of War. 

Specification: In that did at on without having 

first received a regular discharge, by concealing willfully the fact 

that he was at the time of such enlistment a (private) ( ) under 

the name in (Company , Infantry) ( ) again enlist 

in , , and that he has at , since said enlistment received 

(psty) (allowances) (pay and allowances) thereunder. 

Specification: In that did at on by concealing 

willfully the fact that he had under the name , at , on , 

been discharged (dishonorably) (by reason of ) as a (private) 

( ) (from ) (convicted in a civil court of a felony to wit, 

) ( ) procure himself to be enlisted in the military service of 

the United States, and has at , since said enlistment, received 

(pay) (allowances) (pay and allowances) thereunder. 

Specification: In that did at on by concealing 

willfully the fact that he had, under the name , at , from 

about , 191 — , to about , 191 — , been imprisoned in a (re- 
formatory) (jail) (penitentiary) under sentence of a civil court, 
procure himself to be enlisted in the military service of the United 

States and has at , since said enlistment, received (pay) (al- 

1 wances) (pay and allowances) thereunder. 

Specification: In that did at on by concealing 

willfully the fact that at the time of such enlistment he was (but 

years and about months of age) (a married man) ( ) procure 

himself to be enlisted in the military service of the United States and 

has at since said enlistment received (pay) (allowances) (pay and 

allowances) thtreunder. 
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CHARGE: Violation of the 58th Article of War. 

Specification: In that did, at , on or about the — — 

day of , 191 — , desert the service of the United States, and did 

remain absent in desertion until he (was apprehended) (surrendered 
himself) at on or about the day of , 191 — . 

CHARGE: Violation of the 59th Article of War. 

Specification: In that did, at , on or about the 

day of , 191 — , (advise) (persuade) to desert the service 

of the United States by (saying to him 

, or words to that effect) (offering him a position as 

at ). 

Specification: In that did, at , on or about the ' 

day of , 191 — , knowingly assist to desert the service of 

the United States (by supplying him with a railroad ticket from 

to ) ( ) he, the said , then well knowing 

that the said intended to use the (railroad ticket) ( ) so 

supplied him in furtherance of his plans to desert. 

CHARGE: Violation of the eist Article of War. 

Specification: In that did, at , without proper leave, 

absent himself from his from about , 191 — , to about 

, 191—. 

Specification: In that did, at , on or about the 



day of , 191 — , fail to repair at the fixed time to the properly 

appointed place (of assembly) for . 

Specification: In that did, at , on or about the 



day of , 191 — , without proper leave, go from the properly 

appointed place (of assembly) for , after having repaired 

thereto for the performance of said duty. 

CHARGE: Violation of the 62d Article of War. 

Specification: In that did, at , on or about the 

day of , 191 — , use (orally and publicly) ( ) the following 

(contemptuous) (disrespectful) (contemptuous and disrespectful) 

words against the of the (United States) ( in which he 

was then quartered), to wit: , or words 

to that effect. 

CHARGE: Violation of the 63d Article of War. 

Specification: In that did, at , on or about the — - — 

day of , 191 — , behave himself with disrespect toward , 

his superior officer, by (saying to him , 

or words to that effect) (contemptuously turning from and leaving 
him while he was talking to him the said — ) ( ). 

CHARGE: Violation of the 65th Article of War. 

Specification: In that , having received a lawful order from 

, who was then in the execution of his office, to , did 

at , on or about the day of , 191 — , willfully dis- 
obey the same. 

Specification: In that did, at , on or about the 

day of , 191—, (attempt) (threaten) to (strike) ( ) 

[(in) (on) the ] with (a) (his) , while said was in 

//r^ execution oi his office. 
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Specification: la that — — did, at ■ ■, on or about the 



day of , 191 — , behave in an (insubordinate) (disrespectful) 

(insubordinate and disrespectful) manner toward , who was 

then in the execution of his office, by (saying to him f or words 

to that effect) ( ). 

Specification: In that did, at , on or about the 

day of , 191 — , willfully (strike) (assault) , who was 

then in the execution of his office, by him (in) (on) the 

with (a) (his) , 

CHARGE: Violation of the 73d Article of War. 

Specification: In that — did, at , on or about the 



day of , 191 — , [without proper authority release] [through (de- 
sign) (neglect) (suffer)] — , a prisoner duly committed to his 

charge to escape. 

CHARGE: Violation of the 83d Article of War. 

Specification: In that did, at , on or about the 

day of , 191 — , (through neglect) (willfully) suffer , of 

the value of $ , military property belonging to the United 

States, to be (lost) (spoiled by ) (damaged by ) [wrong- 
fully disposed of by (sale to ) ( ).J 

CHARGE: Violation of the 84th Article of War. 

Specification: In that did, at , on or about the 

day of , 191 — , [(through neglect) (willfully) injure by ] 

(lose) , of the value of $ , issued for use in the military 

service of the United States. 

Specification: In that did, at , on or about the 

day of , 191 — , (unlawfully sell to ) (wrongfully dispose 

of by ) of the value of $ » issued for use in the 

military service of the United States. 

CHARGE: Violation of the 85th Article of War. 

Specification: In that was, (in time of war), found drunk 

while on duty as , at , on or about the day of 

, 191—. 

CHARGE: Violation of the 86th Article of War. 

Specification: In that , being on guard and posted as a 

sentinel (in time of war), at , on or about the day of 

, 191 — , was found sleeping on his post. 

Specification: In that , being on guard and posted as a 

sentinel (in time of war) at , on or about the day of 

, 191 — , left his post before he was regularly relieved. 

CHARGE: Violation of the 96th Article of War. 

Specification: In that , being on guard as a , did', at 

-, on or about the day of , 19 — , abandon his guard. 



(Note. — This form will be used only in case where absence from 
guard is coupled with an intent not to return during the tour 
of duty. Ordinary absence from guard duty will be charged 
under A. W. 61.) 

Specification: In that did, at , on or about the 

day of —*- — , 19—^, [kick a public (horse) ( ) in th' 

(*• — **^. 
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Specification: In that , a (sentinel) (overseer) ( ), 

being in charge of prisoners, did, at , on or about the 

day of , 19 — , allow , a prisoner under his charge, to (go 

to- (enter) (go to and enter) an unauthorized place, to wit: , 

Specification: In that , a (sentinel) (overseer) ( ), be- 
ing in charge of prisoners, did, at , on or about the day 

of , 19 — , allow , a prisoner under his charge, to (hold 

unauthorized conversation with ) (loiter) (neglect his task by 

) (obtain ) ( ). 

Specification: In that , a (sentinel) (overseer) ( ), be- 
ing in charge of prisoners and having received a lawful order from 

, to require a prisoner unfder his charge to , did, at , 

on or about the day of , 19 — , fail to obey the same. 

Specification: In that did, at , on or about the 

day of , 19 — , without authority, appear in civilian clothing. 

Specification: In that did, at , on or about the 



day of , 19 — , appear (at) (on) (without his ) (with 

his not buttoned) (in an unclean ) ( ). 

Specification: In that did, at , on or about the 

day of , 19—, attempt to (strike) ( ) (in) (on) the 

with . 

(Note— For assaults upon officers and non-commissioned offi- 
cers amounting to felonies see A. W. 93.) 

Specification: In that did, at , on or about the 

day of , 19—, (strike) ( ) (in) (on) the with 



Specification: In that did at (on or about the 

day of , 19 — ), (between and ), with the intention 

of evading his (duty) ( ) as a (soldeir) ( ), feign (illness), 

(disability), (insanity), ( ). 

Specification: In that did, at , on or about the 

day of , 19 — (attempt to), (threaten to) (strike) ( ) , 

a sentinel in the execution of his duty, [(in) (on) the ] 

with . 

Specification: In that did, at , on or about the 

day of , 19 — , strike ( ) , a sentinel in the execution 

of his duty, (in) (on) the with . 

Specification: In that , a prisoner in confinement serving 

sentence in the post guardhouse, ( ), did, at , on or about 

the day of , 19 — , (escape) (attempt to escape) from 

such confinement. 

Specification: In that , a prisoner, did, at , on or 

about the day of , 19 — , use the following disrespectful 

language to , a sentinel in the execution of his duty: ** ," 

or words to that effect. 

Specification: In that , having been restricted to the limits 

of , did, at , on or about the day of , 19 — , 

break the same by going to . 

Specification: In that did, at , on or about the 

day of , 19 — , unlawfully carry a concealed weapon, viz, a . 
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Specification: in that , did, at , on or about the 

day of , 19—, (urinate) (defecate) ( ) (on the floor of the 

squad room) ( ). 

Specification: In that did, at , on or about the 

day of r-, 19—, willfully and unlawfully [(conceal) (remove) (mu- 
tilate) (obliterate) (destroy)] [attempt to (conceal) (remove)^(muti- 
late) (obliterate) (destroy)] [take and carry away with intent to 
(conceal) (remove) (mutilate) (obliterate) (destroy) (steal)] a public 
record, to wit: (the descriptive list of ) ( ). 

Specification: In that , a prisoner in confinement in the post 

guard house, ( ), did, at , on or about the day of 

, 19 — , conspire with and to escape from such con- 
finement. (For joint charge see par. 69.) 

Specification: In that did, at , on or about the • 

day of , 19 — , wilfully destroy , value about $ , 

property of the United States. 

Specification: In that did, at , on or about the 

day of , 19 — , through carelessness, discharge a (service rifle) 

( ) in his (squad room) (in his tent) ( ). 

Specification: In that , having received a lawful order from 

, a sentinel in the execution of his duty, to , did, at , 

on or about the day of , 191—, (fail to obey) (willfully 

disobey) the same. 

Specification: In that was, at , on or about the — 

day of , 19 — , (drunk) (disorderly) (drunk and disorderly) in^ 

(camp) (post) (quarters) ( ). 

Specification: In that was, at , on or about the 

day of , 19 — , (drunk) (disorderly) (drunk and disorderly) in 

uniform and did thereby bring discredit upon the military service. 

Specification: In that , a sentinel ( ) in charge of 

prisoners, did, at , on or about the day of , 19 — , 

drink intoxicating liquor with , a prisoner under his charge. 

Specification: In that , a prisoner, was, at , on or 

about the day of , 19 — , found drunk. 

Specification: In that , having received a lawful order from 

to , the said being in the execution of his office, 

did, at , on or about the day of , 19 — , fail to obey 

the same. 

Specification: In that did, at , on or about the 

day of , 19 — , violate (standing orders) (regulations) of 

by 

Specification: In that did, at , on or about the 

day of , 19 — , wrongfully use , a narcotic drug. 

Specification: In that , being indebted to in the sum 

of $ , which amount became due and payable (on) (about) 

, did, at , on or about the day of , 19 — , 

without due cause, fail and neglect to pay said debt, notwithstanding 

the fact that he had been repeatedly requested by the said 

to pay the amount thereof, thereby bringing discredit upon the mili- 
tary service. 
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Specification: In that , haTing been directed to r tfOft lor 

prophylactic treatment at (the pott hospital) ( ) did, at ' k 

on or about the day of ^ 19—, fail to report as directed. 

Specification: In that did, at , on or aboat the — — 

day of , 19—, with intent to dcceire , officially (r^ort) 

(state) to the said , that , which (report) (stateBcnt) 

was (known by the said to be untrue) (beliered by the said 

to be untrue) (made by the said with disregard of a 

knowledge of the facts) (made by the said as true when he 

did not know it to be true) in that 

Specification: In that , (having) (did on the day of 

-, 19—), in a (trial by court-martial of ) (depotitioii for 



use in a trial by court-martial of ) ( ) (taken) (take) an 

oath, before a competent (tribunal) (officer) (person) that [(he 
would testify) (declare) (depose) (certify) (truly)] [a (declaration) 

(deposition) (certificate) ( ) subscribed by him was true] did, 

at , on or about the day of , 19—, wilfully and 

contrary to such oath, (state) (subscribe a statement) in substance 
that , which (statement) (declaration) (deposition) (certifi- 
cate) ( ) he did not then believe to be true. 

[Note: For charging perjury see Specification No. 101.] 

Specification: In that did, at , on or about the ^— 

day of , 19 — , with intent to defraud, feloniously forge (in its 

entirety) [by (altering ) (erasing ) (adding - ) ] 

a certain (check) ( ) in the following words and figures 

Specification: In that (Sergeant) (Corporal) did, at , 

on or about the day of , 19 — , gamble with Privates 

and . 



Specification: In that did, at , on or about the — - 

day of , 19 — , gamble in quarters, in violation of orders. 

Specification: In that did, at , on or about the — — 

day of , 19 — , while (at a barrack window) ( ) indecently 

expose to public view his ( ). 

Specification: In that (for and in behalf of one ) did, 

at •, on or about the day of , 19 — ^ loan to ■ 

$ , under an agreement whereby he, the said , was to 

receive for the use of said money for (months) (days) (in- 
terest at the rate of per cent per (annum) (month) (the sum 

of $ ), thereby (demanding) (receiving) (demanding and re- 
ceiving) an usurious rate of interest for said loan. 

Specification: In that , while posted as a sentinel, did, at 

, on or about the day of , 19—, loiter on his post. 

Specification: In that , with intent to defraud, did* at i 

on or about the day of , 19 — , unlawfully pretend to 

that , well knowing that said pretenses were false and 

by means thereof did fraudulently obtain from the said ■■ (the 

sum of $ ) (merchandise of the value of $ ) ( — ■ ). 

Specification: In that , while suffering (with) (from) -t 

did, at ■ ■, on or about the ■ — - day of ■ ■■ , 19—% refuse to 
submit to the (dental or medical treatment) (Mffleal operatioo) 
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prescribed by , the attending (dental) surgeon for the (disease) 

(injury), the said (treatment) (operation) consisting in , being 

necessary and being without appreciable risk to his life. 



Specification: In that did, at , on or about the 



day of , 19 — , willfully maim himself in the by (shooting 

himself with ( ), thereby unfitting himself for the full 

performance of military service. 

Specification: In that , while posted as a sentinel, did, at 

, on or about the day of , 19 — , sit down on his 



post. 



Specification: In that did, at , on or about the 

day of , 19 — , commit sodomy upon the person of one — 



[Note: If the acts alleged do not amount to sodomy as defined in 
par. 443, the acts committed will be accurately described in the 
specification.] 

Specification: In that did, at , on or about the 



day of , 19 — , while accompanying his organization on (a prac- 
tice march) (maneuvers) straggle. 

Specification* In that , knowing that — '■ would corruptly 

and willfully (give false testimony) (make a false declaration, etc.), 

did, at , on or about the day of , 19 — , procure 

the said ' to commit perjury, by inducing 'him, the said , 

to take an oath before a competent (tribunal) (officer) (person) in a 

(trial by court-martial of ) that [he, the said , would 

, (testify) (declare) (depose) (certify) truly] a (declaration) (deposi- 
tion) (certificate) subscribed by him was true] and, wilfully, corrupt- 
ly and contrary to such oath, to (testify) (declare) (depose) (cer- 
tify) as follpws: , which (testimony) (declaration, depo- 
sition, etc.) was false, was (material) (a material matter) and was 

known by the said and the said to be false. (C. M. 

C M., No. 1.) 

Specification: In that did, at , on , with intent 

to defraud, feloniously utter to as true a certain (written 

instrument) ( ■■- ), in the following words and figures, " ," 

the said well knowing that the said (instrument) ( ) 

was forged. 



Specification: In that , a prisoner on parole, did, at 



on or about the day of , 1S> — , break his parole by 



Specification: In that did, at , on or about the 



day of , 19 — , with intent to (maim) (disfigure) , willfully 

and feloniously [(cut) (bite) ( ) the (nose) (ear) ( ) of] 

^oour) corrosive acid ( ) upon] the said . (For 

Specification No* 100.) 
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Oflmei. 
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Dis- 
honor- 
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of all 
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become 
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Diaohftn;Ing,thTOUf;lfoareIes8iie8S,aflrearm . 
Diflobedlenoe, willral, of the lawful order of 

a sentinel In the execution of his duty. 
Disorderly in oonunand, quarters, station, 

oroamp. 
Disorderly under such drcumstanoes as to 
• brinE discredit upon the military service. 
Drtnkinff llauor with prisoner 
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Drunk and disorderly in command, quar- 
ters, station, or camp. 

Dmnip and disorderly under such circum- 
stances as to bring discredit upon the 
miUtary service. 

Drunk in command, quarters, station or 
camp. 

Drunk under such droumstances as to bring 
discredit upon the military service. 

Drunk. Drisosier found 
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Failing to obey a lawfUl order: 

fa 8u iMnor oincor 


Yes 


1 






Of anoncoinmlnloned offloer 












Of a sentinel 










Falling to pay a Just debt under such cir- 
cumstances as to bring discredit upon the 
military service. 

False oflldal report or statement knowingly 
made: 
Bv a noncommiflsioQed offloer 


Yes...... 




















Bv anv other soldier 










False swearing 


Yes 


S 
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Forgery 7. 












Oambung: 

By a nonoommbsloned officer with a per^ 

son of lower military rank or grade. 
In command, quarters, station or camp 
in violation oT orders. 
Indecent oxoosure of norson 
































Introducing a hablt-iorming narcotlo drug 
into command, quarters, station or oamp: 
For sale 


Yes 

Yes 


9 
1 






All other cases 












Introducing intoxicating liquor into com- 
mand, quarters, station or camp: 
For sale 
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All other oases 
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Loaning money, either as principal or agent, 
at an usurious rate of intoest to another 
in the military servioa 
Loitering or sitting down on duty by senti- 
nel. 
. Obtaining money or other property under 
fitlse pretenses: 
When the amount obtahied is $20 or less. 
When the amount obtained Is tfiO or less 

and more than $20. 
When the amount obtained is more than 

Revising to submit to medical or dental 

treatment. 
Refusing to submit to a surgical operation . . 

Bodomy and other unnatural crimes 
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Strik ng or otherwise assaulting a sonthiel 

in the execution of his duty. 
Subornutlon of Derltirv 
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Threatening to strike or otherwise assault 
or asing other threatening language 
toward a MatlaeJla the eoceoutlon of bb ' 
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Vodeta tooontcnnent, arm, cloUiingy 
MotenMnt, or oUmt mUlta^ property, 

uStajMuasaltiDC laocaan toward a Mottnel 
in the coceooilon oi hu dutv. 

Uttarlog a forged instrumant 

VIolatioii of oondition of parolo by general 
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For- 

Mtura 
of pay. 



Days. 



Abticlb II. 



EQUIVALENTS. 



Section 1. Subject to the limitations set forth elsewhere in this order, sub- 
stitutions for punishments specified In Article I thereof are authorized at the 
discretion of the court, at the rates indicated in the following table of 
equivalents : 



Forfeiture. 


Confinement 
at hard labor. 


Detention. 


Hard labor 

without COD> 

flnoment. 


1 day's pay... 


1 day 


1} days' pay... 


Udays. 





FORMS FOR SENTENCES. 

A sentence adjudged by a court-martial will, in a proper case, be 
expressed substantially in one or another of the forms following. 
When desirable, in a proper case, two or more of the forms may be 
combined. 

1. To have his pay for days detained. 

2. To have two-thirds (or other fraction) of his pay per month 
for months detained. 

3. To forfeit days' pay. 

4. To forfeit two-thirds (or other fraction) of his pay per month 



for 
5. 
6. 



months. 



To perform hard labor for 



To be confined at hard labor for 



days (or months). 
days (or months). 

7. To be confined at hard labor, at such place as tfc* r^wl« 
authority may direct, for days (or monthf 

8. To be confined at hard labor, at such * 
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authoritj may direct, for months and to forfeit two-thirds (or 

other fraction) of his pay per month for a like period. 

9. To be dishonorably discharged the service and to forfeit all 
pay and allowances due or to become due. 

10. To be dishonorably discharged the service, to forfeit all pay 
and allowances due or to become due, and to be confined at hard 
labor, at such place as the reviewing authority may direct, for • ' ■ 
days (or months or years). (C. M. C. M., No. 1.) 

11. To be reduced to the ranks. 

DISCIPLINARY POWER OP COMMANDING OPPICBR. 

Autiiority for. — While courts-martial are the judicial machinery 
provided by law for the trial of military offenses, the law also recog- 
nizes that the legal power of command, when wisely and justly 
exercised to that end, is a powerful agency for the maintenance of 
discipline Courts-martial and the disciplinary powers of commanding 
officers have their respective fields in which they most effectually 
function. The tendency, however, is to resort unnecessarily to courts- 
martial. To invoke court-martial jurisdiction rather than to exercise 
this power of command in matters to which it is peculiarly applicable 
and effectivje, is to choose the wrong instrument, disturb unnecessa- 
rily military functions, injure rather than maintain discipline, and fail 
to exercise an authority the use of which develops and increases the 
capacity for command. 

Legal sanction is now given to the exercise of such disciplinary 
power by the following article of war: 

"Art. 104. Under such regulations as the President may prescribe, 
and which he may from time to time revoke, alter, or add to, the com- 
manding officer of any detachment, company, or higher command 
may, for minor offenses not denied by the accused, impose discipli- 
nary punishments upon persons of his command without the interven- 
tion of a court-martial, unless the accused demands trial by court- 
martial. 

"The disciplinary punishments authorized by this article may include 
admonition, reprimand, withholding of privileges, extra fatigue, and 
restriction to certain specified limits, but shall not include forfeiture 
of pay or confinement under guard. A person punished under author- 
ity of this arficle who deems his punishment unjust or disproportion- 
ate to the offense may, through the proper channel, appeal to the next 
superior authority, but may in \he meantime be required to undergo 
the punishment adjudged. The commanding officer who imposes the 
punishment, his successor in command, and superior authority shall 
have power to mitigate or remit any unexecuted portion of the punish- 
ment. The imposition and enforcement of disciplinary punishment 
under authority of this article for any act or omission shall not be a 
bar to trial by court-martial for a crime or offense growing out of the 
same act or omission; but the fact that a disciplinary punishment has 
been enforced may be shown by the accused upon trial, and when so 
shown shall be considered in determining the measure of punishment 
to be adjudged in the event of a finding of guilty." 
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While commanding officers should always use thair utmost influ- 
ence to prevent breaches of discipline and compose conditions likely 
to give rise to such breaches, they should also impose and enforce the 
disciplinary punishment authorized by the above article. This au- 
thority, involving the power, judgment and discretion of the com- 
mander, can not be delegated to or in any manner participated in by 
others, but must be exercised by the commander upon his own judg- 
ment and in strict compliance with the article and the regulations pre- 
scribed by the President pursuant thereto. Accordingly, the com- 
manding officer of a detachment, company, or higher command will 
usually dispose of, and may award disciplinary punishment for, any 
ofFense committed by any enlisted man of his command which would 
ordinarily be disposed of by summary court-martial, when the accused 
does not deny that he committed the offense and does not demand 
trial by court-martial before the commanding officer has made and 
announced his decision in the case. 

Record of Punishment.* — For each punishment awarded the com- 
mander will cause a brief record to be made showing — 

(a) Name of accused. 

(b) Brief statement of ofFense, including time and place. 

(c) Statement as to whether or not accused demanded trial by 
court-martial. To be effective such demand must be made before 
award of punishment by commanding officer. 

(d) Disposition of case, with date and punishment awarded, if any. 

(e) Whether or not appeal was made to higher authority. 

(f) Decision of higher authority on appeal. 

(g) Whether or not accused was required to serve punishment 
pending appeal. 

Appeals. — If an appeal is made to the next superior authority it 
shall be in writing through the immediate commander awarding the 
punishment or his successor, who will immediately forward it to the 
superior with a copy of the record. An appeal shall consist of a 
brief statement signed by the accused, giving his reasons for regard- 
ing the punishment as unjust or disproportionate, and shall be accom- 
panied by a like brief statement by the commander in support of the 
punishment awarded. The superior will, in passing upon the appeal, 
hear no witnesses and will consider no statements other than those 
forwarded with the appeal, but will be limited strictly to the con- 
sideration of the punishment awarded. He will be reluctant to dis- 
turb the award of punishment, but when justice clearly requires such 
action he may modify, set aside, or even increase the punishment 
awarded, but in no case will he award a different kind of punishment. 
After having considered the appeal he will return the record to the 
commanding officer from whom received, with a statement of his 
disposition o f the case. 

*With a view to facilitating the keeping of a record of disciplinary 
punishments administered by the company commander, the United 
States Infantry Journal, Union Trust Building, WsAhington, D. C, 
has prepared a special blank form, which covers every phase of the 
subjoot The price of same is very reasonable. 



CHAPTER XVII. 

DISCHARGE 

Reference A. R. 139 to 158 

There are three different classes of discharge certificates. 

1. The Honorable Discharge (A. G. O. Form No. 525), which is 
given when the soldier's service has been honest and faithful and he is 
entitled to re-enlistment in the service. 

2. The Discharge (A. G. O. Form No. 526 on Green paper), which 
is given when the soldier is discharged under conditions which do not 
warrant his re-enlistment in the service. 

3. The Dishonorable Discharge (A. G. O. Form No. 527 on Yellow 
paper), which is given when the soldier is sentenced to dishonorable 
discharge by sentence of a court-martial or a military commission. 

When a soldier is to be discharged the company commander causes 
the appropriate discharge certificate and final statement to be pre- 
pared. The discharge certificate is sent to headquarters with the 
morning report where it is signed by the commanding officer and re- 
turned to the company at orderly call. 

It is then given to the soldier, together with his final statements. 
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ENLISTMENT RECORD. 



Nam: ....Jtory. fttflpaiXdaiMi, CrA^e: ....fllDxpfijnl 

EidUUi .^^J-Ajl..?-.?.?* , 191 , ai ....Jtf£arMa..BMnAfi)Mi«..lta«.~ ~ 

Senbtg in lt%T.9%. tnliiimmi period d dale tf diaekarie. 

Prior 3eni€e:* !?.?»• ^ 



Nwcmmiuioned qjjiur : AR^d A0Rn^ftrftX..M»r.2X«X9XA 

Moikunanahip, gurmer fualificalion or rating: t— ftLV.aiwXAititil. 

Hortanarukip: _ *t.!«>}«t*.4.. ... 

BaUia, eniogprmUt, tkifnisha, expeditions :...M^ 



KneiMgt rf my 9ocaUon: ....Q^nt^PMT.. — — 

Wounds reuioed in iervice:.. .??9.nt ^ ~... 

Phifticol condition when discharged: ...M>Ji 

Tia>hoid prophylaxis completed .AHKH?.1.^9a^?1?. — ::.... 

Paratyphoid prophylaxis completed 

Married or singfe: ^ ?^««^ _ — ^ 

CiMiracfer.* ...„ ■l«CILLEOT..« 

Remark^: ^ 



Slfwimt rf soldier : .BRffil7...Q JX»ULD80N. 



....ji9f.i'fy.iuM^ 

Captain 40th«lBfaBtr7, 



Commanding fi9.«.»»7. *A! 



•AH 



a— aiM 



IUi*a4M*W 
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ifottorablr BlBtl^nr^t from th^ ISinitth ^tattB Armg^ 




TO ALL WHOM IT MAY CONCERN: 
CW* t* to £eil1lllfy, c^a/. semY..Q»l)Qiu.ij?^H 

•^ .09.?I$?r*3^.. .OpflP*!*/ ^V..!*P*?*^..?*.^^ 

t 9iw4«??..Armr. .^ </y a Testimonial of Honest and Faithful 

Service, of /fu/u Honorably Discharged y^/// //f mt^/aiy uiP4C4 f/ ^ 

,, _ / /. Expiration of 4 ytars 8«rvlo« with 

UNITED States ^ Uaa^^U eYX.. vitw to imrcediatt r«-«nliiitrr«nt. 

^au/ ., W»Y-»,WlIALpBpH ^fioJ ^Hn 

m .Jp.riaa?.i«^,. , iw ^ ^/a/e <p/.. Si«»?HA 

X2^e /at/ ../^i^^\ ^yfJ, ..»L»ok /aH, .....???*: c^Mjiduim, imt/ 

ii^aJ 5 /ie/ W mc/fJ m /f^/ 

j:^/peu un(/el my /r/?if/ rr/ ??*n^.BMT»0ki^..?-T5. ..^ 

5th. ,(/ay f/..JyiXj. ., t^n^ //t'uda/ie/ mm auutd^i/ an(/wKmMin^^^. 



HEWT.Mims 

OoloQ«l 40th*7Bf«Atrr 



ravMi N*. tM. A. C. O. • laoft —*» Md rMRSMtr m<< nniMal m M*«(ar 4**MtaM«. *.« ."CmfwnX. C<Mi«uv A. M (•toslfip." "■i>iiM|. (kMflMaMlw 

t U 4i«rkMa>4 .fwr ■•< >>».r>bM si wnrm, Wl** MakOT. dau. Md wwrM •! Mdfr ■* dMfn*«lw •< ml twiur Uxvtat. 
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itfirlyarg? torn % Itttt^b ^^b Armg^ 



TO ALL WHOM IT HAT OOHOIIIII. 



Cw 1$ !o £eintiilfy, c^a/. ^«>o.«<?..HiX4tn „ 

• Ooapanjr "A" 40th. Infantry 

t R«c4«yr..4r"K <5i #^/<^/^ SiarljargFJi /%7/v ^ ^juu/aiy 

..??*AHSl^?•??*^^l??2A!JJl??•..J?^^^^^ , — 



-J^fiff/ Thotta.f..m<l«.n H^^ Mn 

m ,..A*J«t«. , m ^ -e?^ ^. o?.9.r«.^ 

Qmfji r/mj/ki/A ifiod ..%i!r\lyeaiJ ^<^ ant/^ fica^ia^im a. ..B*kfr 

S2^€ /f/f/ Biuf. /uAf, .M-5».m /a/i, .Jfa^.. cfim44^4m, ant/ 

ifiod 5 m/ A mtJa in /ua//. 

JcyfW/t tmt/ki m« /ant/ a/ Tort QrMit^rUonA_ _ ^ 

««i.t^«... r;^^ r/...$9^..^ .^ tm^ //smafit/ mn4 4ufu^^ OMt/ .H[f.fx^!Hi^^ 



O.C.Bluohard 

Major 40th. Infantry 



'^*mm04tJHts. 



'W ttt^ft.^ *?■ 2- * iMit amfc M< uM ii r «.< i«i <m i.i .r »t>t .r <i>iii«t«i i »■ ■..•• »t>ii»l. C »«>i .r A. tot Irt Minr-." "■■■■ 0<imi««— u* Omx." 

l&V*iU-l7— ls««n. "lii i M lTKa* cCirM»<l»Jl > » » Ml«i«> " 

ttoit' j ii wi ir Amy." " VahiatOTTZmr," " RnwIw Arar Rmmts.** m "MtalH Km rii CMwn" m Um «w ■.» W. 

taiM* Mr m*<m1 wim* W lliiliim. ■>*.■« Mskw. d»W. mmI iMn* •! wdw M 1 iinfti ■ W Mtk«Mv U>f<<M . * II M - 

Pa(t 



124 Company Administration 

Thia is to dwtifg, ,S^«/ g[9.Mjj». Ktiit 7 - - -^ 

f« Prlyal^ «^ .CbTO«uvy.."A» «///* ... .40t)).. .^^'^»«#t^ 

,5/ inf«»trr ru An^/^ 

SiahonorabiB JpiMtorgd yU», //<• (Hniled jStatea ^^rmj /^ ^rerj*/. «//x* j*.«/*/,<r« y^ 

€t .Vrntfn/ ^Vf.My/,^trr^A'<t/. prpmlgf^tfid .^x O.C.lLO«»No.3£9..Ht«d4UArtMU 

(•ntral DtportMnt^Jiauarx 14^1917 

f/r^y ^oW.*».K«ll»y. #««« ^o^n 

I-UWa ^ //* //ie fy/,f/n y... . Ohio , e4,it/ <4f/^,M, 

/t'j/tf/ ffifr.i ... »*t'^/i9 ■ij*'ft'f4 o/^ tt^'^j o^ ^cc**Aa/cot^ €t rl^f.^CTT j 

/ert/ Brown 'yJy -Black /tttin, ^^^ c«jrtA/fxt^*t.j «/«• 

'/y/,..,, „„,/,>. ,ny /i<fn</ <f/ . ^rt Oraiit^il. //,j Iftth^ 

<t,„/ . iavant^an 

G.C.Bl%nchard 

Ueijor 40th.Tnf>intry 



*»i 



r*i 






CHAPTER XVIII. 
FINAL STATEMENTS 

When a soldier is separated from the service he receives a "Final 
Statement" (War Department Form No. 370) in duplicate, on which 
the settlement of his accounts with the Government is made. Excep- 
tions: Final Statements will not be furnished where a soldier has 
forfeited all pay and allowances and has no deposits due him. When 
a soldier dies only one copy of the Final Statement is made out. 

References A. R. 

135: Retirement of soldier. 

140: Furnishing Final Statements. 

141 : Responsibility for erroneous entries on Final Statements. 

142: Discharge of soldier prior to expiration of term of service. 

152: Agreement of date of discharge on discharge certificate and 
Final Statements. 

155: Notification of discharge. 

162: Final Statement of deceased soldiers. 

341: Entries on Final Statements of amounts due post laundries. , 

345: Entries on Final Statements for amounts du<( post exchanges. 

648: Money amounts to be written out in full on Final Statements 

1163: Clothing balance due soldier to be entered on Final State- 
ments. 

1235: Final Statements of enlisted men discharged outside of the 
United States. 

1362 to 1369: Entry of Deposits on Final Statements. 

1375 to 1381: Payment of discharged soldiers. 

Before attempting to make out a set of Final Statements read care- 
fully the instructions on the back of the form. Final Statement blanks 
are required to be kept in the personal custody of the officer to whom 
they are issued. Under no circumstances are they to be kept in or- 
derly rooms where any person may gain access to them. 

This form is a three-fold blank, and the difficulty in reducing it to 
fit the page of this book makes it necessary to leave out the long list 
of instructions. This form must be made in handwriting and not 
by typewriter. The back of the form is shown of Final Statement 
and list of deposits. The instructions come in between the two. The 
other cut shows the inside of the form. 



I * 
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FiNAL STATEMENT 



For T>[iH teoaiTed, tnuu'arrnt tu 


'"*" "**' 




-X-iTA'.i-syt.T 


,fc.,,,,^„,) 


•■"- 


UlTWDIMmi. 


1». 


..-«. 


.„ 


.~».. 












-i^^^ 


-Si 


HA 
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- ~~..x 












\ 












> 
































































































































































































- 
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i-~..._ 


*„., 
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^. 
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Fill AL STATEMENT 



./Ha*, 




AocBiKKD for enljptinent 
Reason Ao^klAjiik^afi^..^ 

*n^ (8atter^onMKlor(Ur,ltBDy,fnr(U«alMrfa,tarlpa|h,orr«UraiiuBt, 

Senring in JL. /!^. enlistment period at date of .. 



Dux Soldier for.: 




For additional pay 
For clothing 



laatniotlon ft.) 



For deposits 

CAi pw ItMBlMd lilt on outtr fok\) 




and i£?dolIars (S&%lZdo....) 
100 ^ go. 

. and £IL dollare (S/VftT /.-ac?....) 



100 



For pay detained by court-martial 
(ntlBatnwtioaift.) 

For^. 



and dollars ($ ) 

lOO 



(Words.) 
(Aajr ottar Umu, badudlng rom. of qn., hoot, and iliiil,*(ur which W. D. Fona M9 mittt bo ottachod hcroto, mo InitnicUon >«.) 



liMt paid to include 
Din Unitbd SxAT^^or .. 




, 191^, by.j 

(Dm liutructluiu 7 and 14.) 





7l0uidJ4.) 



Ul...JMj9///A 




I CEUTirr that the foregoing Final Statement, given in duplicate, is correct 

(In caso of docMMd toUUar. ttriko out "civen In dupllcoto.") 



&fftrPLE. CORY 




WAR DKPARTWXT. 

nirsK No« STS* 
vid by tiM Cawpttvte of Um 
TfTyTUly n, ItlC 



♦ J— JfTT 




;*.y5<<?.^JL^^^.., 



Comma tiili 




nizatian. 



CHAPTER XIX. 

DECEASED SOLDIERS. 
Reference A. R. 162-167. 

The instructions regarding the procedure to be taken when a soldier 
diet in the service are so complete in the text of the reference aboro 
that it ii not deemed necessary to repeat them here. 

When a soldier dies the company commander should pr^' 
by step as indicated in Par. 162 and 162$^. 
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The Company Commander should secure all the effects of the soldier 
and place them under lock until they are taken charge of by the 
Summary Court officer. The Summary Court officer makes out the 
inventory of effects (A. G. O. Form No. 34) and has complete charge 
of their disposition under the provisions of the 112 Articles of War. 



INVENTORY OF THE EFFECTS OF 



P*:«n.k..M...L|iw.4 

(Cbrhuin naiM.; (HurnoM.; 



Ute a Pr iv»t« Qonjp "A" . 4<Jth • JviXj.^ 

(KMk.) (OtualiMtn.) 

who died at . Pl^.ttfJwrMM,?,!,. 

on J.Wf..?fljLW3L7.... , 191 , by retion of 

C«r*bro -MibolltB 

and was buried at .TQUti Cfffttfryj^PUt.tA 

. Barrackt^I.T. jfo. of grave ...Wj9 

AKTICLIS. HO. 

(Ekitar hare all •ff*et« of daeaiuad 
•oldlar ) 



Money 



Specie $ fflQ. 

Nolei S.XO^PO. 



I certify that the foregoing inventory compritet all 

the effects of . tM\k M,l4>;#nd 
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CHAPTER XX. 

GUARD RSPORTS. 

Reference: Manual Interior Guard Duty 

Initructioni for Preparation of Guard Report!. 

1. During the first tour of guard reported on this form, the names 
of all prisoners in confinement at the beginning of the tour will be 
recorded in one list (on the pages prepared for that purpose), and no 
new list will be made during the month. The names of general pris- 
oners and all entries pertaining to them will be recorded with red 
ink; the names of all other prisoners (enlisted men) and all entries 
pertaining to them will be recorded with black ink. The names of the 
general prisoners in confinement at the beginning of the tour will be 
recorded at the head of the list of prisoners, beginning with the name 
of the general prisoner who has the longest remaining period of con- 
finement to serve, and following with the names of other general 
prisoners in the order of the length of their remaining periods of con- 
finement. The names of the enlisted men then serving sentences of 
confinement will follow next in the same order. The names of the 
other prisoners then in confinement (enlisted men not undergoing 
sentences of confinement) will next be recorded in the order of the 
dates of their respective commitments; and the names of all prisoners, 
including general prisoners, will be numbered consecutively. The in- 
terval between a name and the one preceding it should not be greater 
than necessary. The minimum and normal allowance will be two 
of the ruled spaces for each prisoner. No attempt will be made by 
means of entries on the report other than by the prescribed column 
entries to designate or distinguish prisoners awaiting trial or result 
of trial. 

2. The name of each prisoner confined after the list hereinbefore 
prescribed is made and during the month covered by the report will 
be recorded, without regard to classification, next after the name of 
the prisoner last entered on the original list, and will be numbered 
accordingly. Sufficient space will be left above the name of the first 
prisoner confined during each guard tour, including the first tour of 

the month, for this heading: "Confined during the tour of " 

(described by dates, e. g., June 25-26, 1909). All entries and parts 
of entries pertaining to general prisoners will invariably be made 
with red ink. 

3. When a prisoner is released or dropped during the period cov- 
ered by the report, a notation to that effect will be made opposite 
his name in the column for remarks. This notation will set forth 
briefly the fact, with the date on which the prisoner is released or 
dropped, and, except in the case of a prisoner released at expiration of 
sentence, the authority for releasing or dropping him. His name 
will then be lined out with black ink in the case of a general prisoner, 
and with red ink in all other cases. Whenever a prisoner is released 
or dropped the lining out of his name will be initialed immediately 
below the name by the officer of the guard, or if there be no officer of 
the guard, by the Officer of the Day. 

4. When in the case of a prisoner not serving sentence notice of his 
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sentence is received, the term and date of expiration of the con- 
finement, if any, will be entered in the proper columns opposite his 
name, and the authority therefor will be noted in the column for 
remarks. If the sentence includes dishonorable discharge and con- 
finement, the entries will be made with red ink, and include in the 
column for remarks this additional entry: ''General prisoner since 
" (date of discharge). 

5. The total number of prisoners for which the guard is accountable 
at any time may be ascertained readily by subtracting the number of 
names lined out from the total number of names entered, that is to say, 
from the number given to last name on the list. 

6. Forfeiture of "good conduct time'* and orders modifying sentence 
will be noted in the column for remarks opposite the appropriate name 
in the list of prisoners, but the date of expiration of sentence recorded 
will not be changed, except as provided in paragraph 9. 

7. Gains and losses numerically reported in the "Summary of 
Prisoners'* will be noted by name in the space for remarks opposite 
the summary, and after each name will be entered the serial number 
given the name in the list of prisoners, e. g., ''Released: General 
prisoners, Smith, 10; Jones, 21"; etc. Changes in the personnel of 
the guard will be noted in this space also. Hours and results of in- 
spections and roll calls will not be recorded on this form, but they 
may, under the direction of the Commanding Officer, be made the 
subject of a memorandum report. 

8. When it is known in advance that the strength of the daily guard 
that will be required is so great that one page of the Guard Report 
will be insufficient for the daily list of the guard, provision will be 
made to meet the deficiency by stitching into the middle of the Guard 
Report, before beginning its use for the month, a sufficient number of 
extra sheets, which will be obtained by requisition upon The Adjutant 
General of the Army. This will permit of using more than one page 
of the report, under the caption "List of the guard," for the guard 
of each day. When more than one page of the report is used for the 
list of the Kuard of one day, the word "Continued" will be written after 
the words "List of the Guard" at the top of each additional page so 
used, and the numbers printed under the heading "No. of Post" on 
each additional pa^e so used will be changed by prefixing the proper 
numeral to each of those numbers so that they will read 11, 12, 13, 
etc. 

9. At the end of the month covered by any report, the names of 
all prisoners not lined out on that report will be transferred with all 
entries pertaining to them to a new report and will be entered in 
the new list, in accordance with instructions 1 and 2, and thereafter 
the remaining instructions, including this one, will apply. At this time 
the column entries which are afTected by the remarks will be changed 
to conioTTTi thereto, and remarks so incorporated will not be repeated 

on the new list. 
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HARVEY MILITARY SERIES 



An Officer's Notes 

By Captain R. M. Parker, U. S. Cavalry 
Compiled by Lieut. C. C. Griffith, C. A. C. 

Presents in a neat pocket-sized manual, a condensed compile- 
ment of all of the basic militaxy subjects required by the War 
Department.. Captain Parker's long experience, active service, 
and recent work in instructing men for the Officers^ Reserve 
Corps, has well fitted him to present in the simplest, clearest and 
briefest manner all the essential points. The information neces- 
sary for a company officer has been compiled from the following 
official publications: 

Army Regulations, Military Law, Small Arms Firing 
Manual, Field Service Regulations, Military Topography, 
Drill Regulations (Infantry and Cavalry), Hippology, 

to which have been added some useful plates on military subjects. 

This little manual presents in a convenient pocket size, all the 
information needed to solve the ordinary problems which con- 
front a company officer, and gives him in one volume the im- 
portant extracts from many lengthy manuals. 

Contains in concise form the essentials which candidates 
must know for commissions in the Officers' Reserve Corps. 

Price $1.25 

(New Edition) 

What a Company Officer Should Know 

By Major J. C. McArthur. U. S. A. 
A wonderfully helpful military guide. Tells things which have 
never been written about before. It is the experience of twenty- 
three years of service and many campaigns. 

It takes the Reserve Officer from his home to the firing line. 
It shows the difficulties which he meets and tells how he over- 
comes them. It shows how a company is organized; the in- 
struction of the men on the hike, in the field and on the firing 
line. 

Notes are written on each chapter explaining various orders 
and giving suggestions for overcoming the various unforseen 
difficulties that always arise. 100 pages of worked-out forms for 
guidance of the company officer. 

Price $1.25 

(New Kdition) 

Published by 

GEORGE U. HARVEY PUBLISHING COMPANY, Inc. 

109 Lafayette Street, New York 



HARVEY MILITARY SERIES 



Field Quartermaster's Handbook 



This is a book detailing the practical daily work of the Army 

Suartermaster officer, and is unlike any other book printed for 
e Quartermaster Corps. It is necessary for non;^oms. and 
derks and national guard supply officers. 

The matter is from the lectures given under direction of 
Lieut. Col. F. H. Lawton, Q. M. C, U. S. A., and compiled by 
Major W. A. Dempsey, Q. M. C, U. S. A., but it includes many 
important additions in the way of forms, all worked out, for the 
quartermaster, regimental and company officers of the Army and 
National Guard. A chapter by Major J. C. McArthur on the 
supply work of the company officer. 

Bound in cloth and fits the pocket. Order now. 



Price $2.00 



Handbook of Transportation 

by Rail and Vessels 

By Col. C. B. Baker, 0- M. C, U. S. A. 

Printed by authority of the Quartermaster General 

of the Army. 

This is an authoritative book by the greatest expert in the 
Artny, written from an experience of many years, and contains 
information that everyone in the Quartermaster G>rps should 
master. Applicants for commissions in the Quartermaster Corps 
will be questioned on this subject. It is the most complete 
treatise on this subject ever printed and cannot be obtained in 
any government publication. 

Handy Size, bound in cloth. Order now. 

Price $1.00 

PubUshed fry 

GEORGE U. HARVEY PUBLISHING COMPANY, Inc. 
109 Lafayette Street, New York 
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Latest British Army Books 



Field Entrenchments 

Price $1.00 

This is the ONLY complete work published on this new phase 
of modem warfare. It will be of great value to the American 
Army in the Training Camps. If taught here it will lessen the 
training time of our troops back of the Firing Line. 



Machine Gun Training 

Price $1.00 

This work has been a training text book in the British army 
and as the American troops will be equipped with machine gun 
companies, our troops must be drilled on these methods. Lord 
Northcliffe says that this is the most important thing the Ameri- 
can Army has to master. 



Gunnery 

Price $1.00 

This book, up to the minute, shows how much is dependent 
upon the big and small-fired guns. It i^ complete in training and 
practice; shows how to work out ranges quickly and how to 
co-operate with aeroplanes and infantry. Pronounced a wonder- 
ful book by American army gunnery experts. 



First Aid for the Trenches 

Price 60 cents 

Every British soldier carries this book in his pocket It tdlt 
how to treat wounds and gas injuries. Our army must have it 



PuhlUhmd by 

GEORGE U. HARVEY PUBLISHING COMPANY, Inc. 
109 Lafayette Street, New York 



Scouting 

and 
Patrolling 



By Lt. Col. W. H. Waldron, U. S. Inf. 

The best, most complete and practical treatment of the 
subject that has been produced. 

What To Do and How To Do It 

Just the book needed for the instruction of the enlisted 
men of your organization. 
Every soldier should have a copy. 

Price, 50 cents 



TACTICAL WALKS 

By Lt. Col. W. H. WALDRON, U. S. Inf. 

The up-to-date method of instruction and training in Minor 
Tactics is this: 

L Prepare a tactical problem covering the subject under con- 
sideration. 

2. Take the non-coms, out on a TACTICAL WALK and 
make a solution of the various situations. 

3. Follow up by taking the company out on a tactical exercise 
for the solving of the identical problem you solved in the 
TACTICAL WALK 

At the end of the solution to each situation there is a Direc- 
tor's Key, which gives a synopsis of what has gone before. 
Every officer should have it. 



Price, $1.50 



GEORGE U. HARVEY PUBLISHING COMPANY, Inc. 
1«9 LAFAYETTE STREET NEW YORK CITY 



Military Sketching 
and Map Reading 

By 
JOHN B. BARNES 

Captain Fifth U. S. Infantry, Graduate of Army Service School, 

Graduate of Army Staff College, Instructor Plattiburg 

Instruction Camp 2 92 6, Instructor Plattshurg 

Officers* Training Camp, 2 92 7 

Captain Barnes' book is based on an 
expert knowledge of the subject as 
taught by the Army Service Schools, 
Fort Leavenworth, and an appreciation 
of the needs of beginners through his 
wide experience as an instructor of 
National Guard Officers, and at Officers' 
Training Camps, 

Written with a view of self-instruction, 
with new and original illustrations that 
explain simply and graphically the 
points that are usually found trouble- 
some by beginners. 

The new and important subject of 
Landscape Sketching is thoroughly 
explained and illustrated. 

Map Reading is explained in a few 
pages. Scales are already constructed. 

Net 75 cents 



GEORGE U. HARVEY PUBLISHING COMPANY, Inc., 
109 LAFAYETTE STREET NEW YORK CITY 



